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United states general accounting office 

WASHINGTON, D.C. 20848 






June 17, 1985 


OOVEftNMCNT 

DIVISION 


HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES; 


SUBJECT; 


Revision of Title 4 of the GAO Policy and 
Procedures Manual for Guidance of Federal 
Agencies 


0 


The U S. General Accounting Office is in the process of 
revising Title 4 of the GAO Policy and Procedures - 

G^'ancI o^Federal Agencies. Spates? Fo? 

the inlturphese project^w^^re requesting agency Input 

for needed rivtitone or addi’tione to Title 4. For your 
conventence, a copy of the current Title 4 is enclosed. 

Tr> crim#> aapncies. we have been able to identify specific 
individuals who use and are familiar with Title 4, and we are 
^ttln^^iL directly and asking them for their comments and 

suggestions . 

A new chapter on judgments against the United states will 
hp added to Title 4. If you have any suggestions 
chapter or if you feel any other chapters should be added, 

pl6as6 l6t US know. 

Please forward any suggestions you may have for revisions 
or additions to Title 4 by August 20, 1985, to the following 
address ; 

U.S. General Accounting Office 

General Government Division - Claims Group 

441 G Street, NW. 

Room 5047 

Washington, DC 20548 

Attn: Dan Dietz 

Title 4 project Coordinator 

once we have a revised draft of Title 4 we will provide 

Sv;i‘ons!‘1f^;orhl^rai^%‘u^st?“r0ors!;^ura Oiets 

on (202) 275-3102 (commercial and FTS) . 


SO t ■ 

william J. Anderson 
Director 


Enclosure 
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GAO MANUAL FOR GUIDANCE OF FEDERAL AGENCIES 
Title 4— CLAIMS 

TRANSMITTAL SHEET NO. 4-21 


Effective date ; Immediately. 

Material transmitted ; 

Complete revision of Title 4 and revised Table of 
Contents . 

Purpose 

This revised title is one of a series which GAO is 
issuing in this new larger size, suitable for filing in a 
standard three-ring binder. The revisions; 

— simplify the procedure for settling doubtful claims 
of $25 or less 


— provide new guidelines for handling false claims 

— add guidelines for processing applications for 

waiver under the provisions of 5 U.S.C. 5584, 10 U.S.C. 
2774, 32 U.S.C. 716, and 4 CFR 91-93. 


Filing instructions 


Remove All pages of the current Title 4 and table 

and of contents. 

Destroy: 


Insert: 


All transmitted material in a 3-ring binder, 
to be provided by the recipient. 




FOR THE COMPTROLLER GENERAL 
OF THE UNITED STATES 


PLEASE RETAIN THIS TRANSMITTAL SHEET. IT IS PART OF THE DOCUMENT. 
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TITLE 4 — CLAIMS 

CHAPTER 1 — INTRODUCTION TO TITLE 
SECTION 1 — SCOPE AND PURPOSE OF TITLE 


1.1 SCOPE 

The nvaterial in this title relates to all classes of 
claims by and against the United States except (1) those 
claims which are under the exclusive jurisdiction of adminis 
trative agencies pursuant to specific statutory authority 
and (2) claims for charges for transportation services fur- 
nished for the account of the United States, which are to be 
filed with the General Services Administration or the agencies 
out of whose activities they arise. However, claims by 
carriers and forwarders against the United States for amounts 
administratively deducted from transportation payment vouchers 
in connection with loss of or damage to property are covered 
by this title and are to be filed in the General Accounting 
Office. 

1.2 PURPOSE 

The purpose of this title, in connection with the claims 
which are within its scope, is (1) to identify the claims 
against the United States which are required to be settled by 
the General Accounting Office before payment is made or 
denied and to prescribe procedures relating to those claims, 
(2) to prescribe the procedures relating to those claims 
which may be paid administratively under regulations of the 
General Accounting Office, and (3) to prescribe the principles 
relating to administrative efforts to collect claims asserted 
by the United States and the procedures controlling the 
reporting of such claims to the General Accounting Office 
for adjudication and collection. 

SECTION 2 — STATUTORY AUTHORITY RELATING 
TO SETTLEMENT OF CLAIMS 

2.1 STATUTORY AUTHORITY RELATING TO SETTLEMENT OF 

CLAIMS BY THE GENERAL ACCOUNTING OFFICE 

The General Accounting Office is authorized by section 
305 of the Budget and Accounting Act, 31 U.S.C. 71, to settle 
and adjust all claims and demands by and against the United 
States. In addition to this general statutory authority, 
various laws provide that specific classes or types of claims 
against the United States may be paid only after settlement 
by the General Accounting Office. On the other hand. 
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disposition of certain claims either by or against the Govern- 
ment has been placed by statute within the exclusive juris— 
diction of the administrative agency concerned, and other laws 
provide that certain claims against the Government may be paid 
administratively under regulations prescribed by the General 
Accounting Office. With reference to the statutory right of 
the heads of departments and establishments, disbursing 
officers, and certifying officers to secure decisions in ad- 
vance of payment, see 1 GAO 11.1. 

SECTION 3 — DISCHARGE OF STATUTORY 
SETTLEMENT AUTHORITY 

3.1 CLAIMS AGAINST THE UNITED STATES 

The General Accounting Office discharges its responsibil- 
ity for the settlement of claims against the United States in 
three ways: (1) through the audit of transactions after 
payment and the settlement of the accounts of accountable 
officers, (2) by adjudication before payment is made or 
denied, and (3) by adjudication upon appeal following denial 
of a claim by an agency. Claims against the United States 
which must be adjudicated before payment is made or denied 
fall into two classes: first, those as to which there exists 
such doubt as to reasonably preclude action by the adminis- 
trative agency in the absence of specific statutory authority 
and, second, those which the administrative agencies are 
specifically prohibited by law from paying prior to settlement 
by the General Accounting Office. 

3.2 CLAIMS BY THE UNITED STATES 

To the extent that administrative agencies are able to 
collect, compromise, terminate, or suspend action on claims 
by the United States pursuant to authority contained in title 
4, chapter II of the Code of Federal Regulations, the re- 
sponsibility of the General Accounting Office for settlement 
of such claims is discharged through the examination of ad- 
ministrative records and the audit and settlement of the 
accounts of accountable officers. Those claims by the 
United States which contain elements of doubt as to the 
amount and validity of the Government's claim and those in 
which the administrative agencies are unable to take final 
collection action are required, subject to procedures pre- 
scribed in this title, to be submitted to the General 
Accounting Office for consideration. 


4-2 


Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 



Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 


SUBSEC. 5.1 


CLAIMS 


CHAPTER 2 — CLAIMS AGAINST THE 
UNITED STATES — GENERAL PROCEDURES 

SECTION 4 — SCOPE OP CHAPTER 

This chapter prescribes general procedures applicable to 
claims against the United States, including claims involving 
damage and setoff matters arising from freight and transporta- 
tion services, which must be adjudicated in the General 
Accounting Office before payment is made or denied. Special 
procedures applicable to specified types or classes of claims 
against the United States will be found in subsequent chapters 
of this title. (The "Claims Division of the General Accounting 
Office" will hereafter be referred to as the "Claims Division." 

SECTION 5 — CLAIMS AGAINST THE UNITED 

STATES WHICH MUST BE ADJUDICATED 
BEFORE PAYMENT IS MADE OR DENIED 

5.1 CLAIMS REQUIRED TO BE SUBMITTED TO CLAIMS DIVISION 

The following classes of claims may not be paid or denied 
administratively, but must be forwarded to the Claims Division 
for adjudication, unless otherwise specifically provided by 
law: 


(1) Claims which involve doubtful questions 
of law or fact, except those under $25, as provided 
in section 5.3 of this title, and claims which have 
been the subject of an advance decision of the 
Comptroller General, in which case a reference to 
the decision must appear on the voucher supporting 
the payment; 

Note: When a claim contains items which involve doubt 

and items which the agency can settle adminis- 
tratively, only the doubtful portions over $25 
should be referred to GAO for settlement. 

(2) Claims, regardless of doubt, which are 
required by statute, by regulation appearing in 
other chapters of this title, or by decision of the 
Comptroller General, to be settled in the General 
Accounting Office before payment is made or denied; 

(3) Reclaims of items previously denied by 
the administrative agency, unless it is determined 
administratively that the action taken was clearly 
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in error and properly can be corrected by the 
agency; and 

(4) Claims which appear to be barred by an 
applicable statute of limitation at the time of 
receipt by an administrative agency. 

5.2 DOUBTFUL CLAIM DEFINED 

A claim is doubtful when in the exercise of reasonable 
prudence either a person having final responsibility for 
deciding appropriate administrative action or the person who, 
in accordance with applicable statutes, will be held 
accountable if the claim were paid and then found to be in- 
correct, illegal, or improper, is unable to decide with 
reasonable certainty the validity and correctness of the 
claim. 

5.3 SIMPLIFIED PROCEDURE FOR DOUBTFUL 
CLAIMS OF $25 OR LESS 

Claims of $25 or less, involving doubtful questions of 
law or fact, may be settled by the agency in which the claim 
arose, relying upon written advice from an agency official 
designated by the head of each department or agency to pro- 
vide such advice. If paid, a copy of the document containing 
such advice should be attached to the voucher, and the pro- 
priety of any such payment will be considered conclusive on 
the General Accounting Office in its settlement of the 
accounts involved. 

SECTION 6 — FILING REQUIREMENTS 
FOR CLAIMANTS 

6.1 FORM OF CLAIM 

Unless otherwise specifically provided, claims will 
be considered only when presented in writing over the 
signature and address of the claimant or over the signature 
of the claimant's authorized agent or attorney. Generally, 
no particular form is required for filing a claim; how- 
ever, claim forms are prescribed in succeeding chapters of 
this title for specific classes of claims. 

6.2 CLAIM FILED BY ATTORNEY OR AGENT 

A claim filed by an agent or attorney must be supported 
by a duly executed power of attorney or other documentary 
evidence of the agent's or attorney's right to act for the 
claimant. See 1 GAO 19.8. 
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6.3 WHERE CLAIMS SHOULD BE FILED 

Action will generally be expedited if claimants file 
their claims initially with the administrative department 
or agency out of whose activities they arose. Claims 
which cannot be disposed of administratively will be 
transmitted to the Claims Division by the administrative 
office. However, if the statutory period of limitation is 
about to expire (see 4 GAO 7), claims should be addressed 
to; 


Claims Division 

U.S. General Accounting Office 
Washington, D.C. 20548 

SECTION 7 — STATUTORY LIMITATIONS 
ON CLAIMS 

7.1 STATUTORY LIMITATIONS RELATING TO CLAIMS GENERALLY 

Sections 1 and 2 of the act of October 9, 1940, 54 Stat. 
1061, 31 U.S.C. 71a, as amended by Public Law 93-604, which 
was approved January 2, 1975, and effective July 2, 1975, 
provide : 


"(1) Every claim or demand (except a claim or 
demand by any State, Territory, possession or the 
District of Columbia) against the United States 
cognizable by the General Accounting Office under 
sections 71 and 236 of this title shall be forever 
barred unless such claim, bearing the signature 
and address of the claimant or of an authorized 
agent or attorney, shall be received in said office 
within 6 years after the date such claim first 
accrued: Provided, that when a claim of any 

person serving in the military or naval forces of 
the United States accrues in time of war, or when 
war intervenes within 5 years after its accrual, 
such claim may be presented within 5 years after 
peace is established. 

"(2) Whenever any claim barred by subsection 
(1) of this section shall be received in the General 
Accounting Office, it shall be returned to the claimant, 
with a copy of this section, and such action shall be 
a complete response without further communication." 


4-5 


Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 



Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 


CLAIMS 


SUBSEC. 7.1 


If the statutory period of limitations will soon expire, 
claimants should submit their claims directly to the Claims 
Division. (However, see 4 GAO 6.3.) In order to protect the 
interests of claimants, claims received by agencies as to which 
the right of payment accrued 4 years or more prior to the 
date of receipt and which cannot promptly be approved and paid 
in the full amount claimed will immediately be referred to 
the Claims Division. These claims will be recorded in the 
General Accounting Office, after which they will be returned 
to the agencies for payment, denial, or referral back to the 
General Accounting Office for adjudication. 

7.2 STATUTORY LIMITATION ON CHECK CLAIMS 

Section 2 of the act of June 22, 1926, as amended, 31 
U.S.C. 122, provides: 

"Hereafter all claims on account of any check, 
checks, warrant, or warrants appearing from the 
records of the General Accounting Office or the 
Treasury Department to have been paid, shall be barred 
if not presented to the General Accounting Office or 
the Treasurer of the United States within six years 
after the date of issuance of the check, checks, 
warrant, or warrants involved. However, any claims 
for the proceeds of checks payable in Philippine 
pesos heretofore issued in payment of claims 
certified by the Philippine War Damage Commission, 
shall not be barred if received by the representative 
of the Chief Disbursing Officer, United States 
Treasury Department, .at Manila, Republic of the 
Philippines, within six years after the date of 
issuance of such checks." 

To protect their own interests, it is the responsibility 
of claimants to present their claims for the proceeds of 
checks to the United States Treasury or the General 
Accounting Office if the statutory period of limitation is 
about to expire. Any claim on account of a check appearing 
to have been paid which may be received in an agency and 
which might be adversely affected by the 6-year limitation 
should be transmitted to the United States Treasury immedi- 
ately upon its receipt, since that office has the paid check 
records and processes the related check claims. 


4-6 


Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 



Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 


SUBSEC. 8.2 


CLAIMS 


7.3 OTHER STATUTORY LIMITATIONS 

It is not intended to imply that statutes of limitation 
imposed by the Congress are necessarily limited to those 
quoted in subsections 7.1 and 7.2 of this section. It is 
incumbent on claimants to inform themselves regarding other 
possible statutory limitations. 

SECTION 8 — SUBMISSION REQUIREMENTS FOR 
ADMINISTRATIVE AGENCIES 

8.1 ADDRESS TO WHICH CLAIMS SHOULD BE FORWARDED 

Claims which cannot be disposed of administratively 
should be for>?arded by the administrative office to; 

Claims Division 

U.S. General Accounting Office 

Washington, D.C. 20548 

8.2 ADMINISTRATIVE REPORTS 

Claims submitted to the Claims Division by adminis- 
trative agencies should be accompanied by an administrative 
report containing; 

(1) The claimant's agency or branch of service, 
serial and social security number, as applicable, 
for purposes of identification, when such infor- 
mation is available in the files of the reporting 
agency. In the case of business firms, the 
Employer's Identification Number (EIN), which 
corresponds to the social security number of an 
individual, should be shown, if obtainable. 

(2) A statement of the facts out of which the claim 
arose. 

(3) A statement of the doubt or other reason for 
forwarding the claim. 

(4) A recommendation for the proper disposition. 

(5) A citation to pertinent supporting documents 
such as contracts and vouchers, if any. 
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(6) A statement that the claim has not been paid and 
will not be paid except pursuant to certification 
in the name of the Comptroller General. 

(7) A complete symbol citation to the applicable 
appropriation or fund. 

To support the claim and settlement action, agencies are re- 
quired to submit to the General Accounting Office the original 
claim, signed by the claimant, the original of the adminis- 
trative report, and the original or one copy of any supporting 
documents. These documents will be retained by the General 
Accounting Office to support the claim and settlement action. 

8 . 3 VOUCHER PROCEDURES 

When practicable, vouchers will be used by the adminis- 
trative offices for the presentation of claims, but only 
pursuant to arrangements made by individual agencies through 
the Claims Division. Procedural details applicable to indi- 
vidual agencies will be covered in these arrangements. The 
same vouchers will serve as the settlement documents when 
certified by the General Accounting Office for allowance. 

In addition to the number of copies of the vouchers required 
to support administrative and accounting records and to 
provide notice to the claimant, one copy will be required 
and must be provided in each case for retention in the claim 
record of the General Accounting Office. No copy of the 
voucher should be prepared for return to the General 
Accounting Office after payment. 

8.4 NOTICE TO CLAIMANT OF SUBMISSION TO GENERAL 

ACCOUNTING OFFICE 

Claimants should be informed by the administrative 
agency that their claims have been submitted to the Claims 
Division for settlement. The notice to the claimant may 
not include information relating to the administrative 
recommendation. 

8.5 ADMINISTRATIVE ACTION AFTER SUBMISSION TO 

GENERAL ACCOUNTING OFFICE 

After claims have been submitted to the General Accounting 
Office there should be no further administrative action other 
than to furnish such supplemental reports to the General 
Accounting Office as conditions may warrant. This in no 
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manner precludes the furnishing of reports to the Congress or 
to the Department of Justice in those cases where the claim 
has been presented to a court of competent jurisdiction. 

SECTION 9 — INFORMATION RELATING 
TO CLAIMS 

9.1 INFORMATION RELATING TO CLAIMS PRESENTED TO 
THE CLAIMS DIVISION 

Claimants or their authorized representatives may obtain 
information relating to claims which have been presented to 
the Claims Division by addressing correspondence to; 

Claims Division 

U.S. General Accounting Office 
Washington, D.C. 20548 

SECTION 10 — BASIS OF CLAIM SETTLEMENTS 

10.1 BASIS ON WHICH CLAIMS ARE SETTLED IN THE CLAIMS 
DIVISION 

Claims are settled on the basis of the facts as established 
by the Government agency concerned and by evidence submitted 
by the claimant. Settlements are founded on a determination 
of the legal liability of the United States under the factual 
situation involved as established by the written record. The 
burden is on claimants to establish the liability of the 
United States and the claimants' right to payment. The 
settlement of claims is based upon the written record only. 

SECTION 11 — FORM OF CLAIM SETTLEMENTS 

11.1 ALLOWED CLAIMS 

The Claims Division will certify claims for payment 
either by use of a Certificate of Settlement, GAO Form 39, 
or by certificate of allowance placed on the voucher when 
voucher procedures referred to in subsection 8.3 of this 
title are in effect. 

11.2 DISALLOWED CLAIMS 

When part of a claim is allowed and part disallowed, a 
statement relating to the disallowed portion will be included 
on the Certificate of Settlement or the voucher. When the full 
amount of a claim is disallowed, the claimant will be advised 
by issuance of Settlement Certificate, GAO Form 44. 


4-9 


Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 



Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 


CLAIMS 


SEC. 12 


SECTION 12 — PROCESSING ALLOWED CLAIMS 
FOR PAYMENT 

12.1 FORWARDING SETTLEMENT DOCUMENTS TO DISBURSING 
OFFICER THROUGH ADMINISTRATIVE OFFICE 

In order to aid administrative officers in the proper 
discharge of their duties and responsibilities under 31 U.S.C. 
665(a) and other provisions of law, all certificates of 
settlement or individual vouchers evidencing allowance of 
claims in whole or in part by the General Accounting Office 
will be forwarded to the proper administrative agency or 
department for processing through its records. Action should 
be talcen by agencies to insure prompt payment thereof. 
Generally, Certificates of Settlement or vouchers will be 
forwarded to only one address of an independent agency or 
department, or bureau thereof. Each agency must keep the 
Claims Division currently advised as to the address to 
which it desires these documents forwarded. 

12.2 PROCESSING AND DISTRIBUTING CERTIFICATES OF 
SETTLEMENT (GAO FORM 39) 

a. Except as otherwise provided in paragraph "b" of 
this subsection. Certificates of Settlement, including 
those payable from funds of corporations subject to the 
Government Corporation Control Act, will be processed for 
payment as follows: 

The certificate will be forwarded to the administrative 
department or agency under a covering transmittal letter. 

A copy of the transmittal letter will be promptly receipted 
and returned to the Claims Division. When the administrative 
office uses the voucher schedule procedures prescribed in 
7 GAO 22, the original of the certificate will be scheduled 
in the same manner as other approved vouchers and will be 
used to support the fiscal accounts of the agency. When the 
voucher schedule procedures are not used, the original will 
be forwarded to the disbursing officer in the same manner 
as other approved individual vouchers and will be used to 
support his account. In either event, the agency will be 
responsible for preparing SF 1096, Schedule of Voucher 
Deductions, when necessary. The claimant's notice copy will 
be forwarded to the disbursing officer in all cases for 
transmittal to the payee with the check issued in payment 
of the claim. The other two copies of the certificate are 
for administrative use. 
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b. When either the full amount allowed or part of the 
amount allowed is withheld for application to a debt due the 
United States, additional copies of the certificate will be 
supplied by the General Accounting Office, as necessary, for 
forwarding by the disbursing officer to the agency 
accounts Ire to be credited. When the full amount allowed 
is withheld for application to a debt, the claimant s notice 
copy of the certificate will be forwarded to the claimant by 
the General Accounting Office, and, if the same appropriation 
or fund is to be charged and credited, the original certifi- 
cate will be retained in the General Accounting Office. When 
the original certificate is retained in the General Accounting 
Office, copies sent to the administrative agency will include 
an explanation to that effect. 

12.3 PROCESSING AND DISTRIBUTING VOUCHERS 


After certification for allowance, original vouchers 
and all copies thereof except the copy prepared for 
retention by the General Accounting Office will be returned 
to the originating agency under a covering transmittal letter 
A copy of the transmittal letter will be promptly receipted 
and returned to the Claims Division. The agency will e 
responsible for disposition of the voucher and copies for 
record and payment purposes and for notice to claimant. 

When all or part of the amount allowed is withheld for 
application to a debt due the United States, additional 
copies of the voucher will be supplied by the General 
Accounting Office, as necessary, for forwarding by the 
disbursing officer to the administrative agency whose 
account is being credited. 


12.4 ADMINISTRATIVE REVIEW OR ALTERATION OF 
SETTLEMENTS 

Settlement documents issued by the Claims Division 
should not receive an administrative review as to their 
legality or correctness. However, the administrative 
agencies and departments are authorized to alter such docu- 
ments when necessary to reflect the applicable appropriation 
symbol number in use at the time of payment and to correct 
project numbers or other information in connection with the 
appropriation or fund stated. No alteration may be made 
which would cause payment of the claim from a different 
appropriation or fund, to a different payee, or in an 
amount different from that approved by the General Accounting 

Office. 
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SECTION 13 — PROCESSING WHOLLY 
DISALLOWED CLAIMS 

When a claim is disallowed in full, the Claims Division 
will transmit the original disallowance direct to the claim- 
ant. One copy of the disallowance will be furnished to the 
administrative office concerned. 

SECTION 14 — EFFECT OF GENERAL ACCOUNTING 
OFFICE CLAIM SETTLEMENTS 

14.1 FINALITY AS TO ADMINISTRATIVE AGENCIES 

Settlements made by the Claims Division are final and 
conclusive upon the executive branch of the Government unless 
revised by or at the direction of the Comptroller General 
(31 U.S.C. 74). (See section 15.1, this title.) 

14.2 EFFECT AS PRECEDENTS FOR FUTURE PAYMENTS 

Settlement of an individual claim by the Claims 
Division is not to be regarded as a precedent for the 
guidance of accountable or other administrative officers. 

14.3 EFFECT ON LIABILITY OF CERTIFYING AND DISBURSING 
OFFICERS 

Certifying and disbursing officers will not be held 
pecuniarily liable for payments made pursuant to claims 
settlement certifications issued in the name of the 
Comptroller General which appear regular on their face, ex- 
cept that they will not be relieved of the responsibility, 
where required, for determining that a sufficient balance 
exists in the appropriation or fund to cover the involved 
payments. Internal controls of the General Accounting 
Office assure the authenticity of the signature of the 
persons certifying amounts due in the name of the 
Comptroller General, which therefore need not be further 
verified as a condition precedent to payment. 

SECTION 15 — REVIEW AND RECONSIDERATION OF GENERAL ACCOUNTING 
OFFICE CLAIM SETTLEMENTS 

15.1 WHO MAY OBTAIN REVIEW 

Settlements made pursuant to 31 U.S.C. 71 will be re- 
viewed (1) at the discretion of the Comptroller General upon 
the written application of (a) a claimant whose claim has 
been settled or (b) the head of the department or Government 
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establishment to which the claim or account relates (or person 
to whom such authority has been delegated) or (2) whenever the 
Comptroller General directs. 

15.2 BASIS FOR REQUEST FOR REVIE// 

Applications for review of claim settlements should state 
the errors which the applicant believes have been made in the 
settlement and which form the basis of his request for re- 
consideration. 

15.3 RETURN OF CHECK OR WARRANT WITH REQUEST FOR REVIEW 

The check issued upon a settlement must not be cashed 
but must accompany the application for review of the claim 
settlement if the amount of the check includes an item for 
which the review is applied, unless the Comptroller General 
directs otherwise. 

15.4 PROTESTS RECEIVED IN ADMINISTRATIVE OFFICES AGAINST 
GENERAL ACCOUNTING OFFICE SETTLEMENTS 

An administrative office will promptly refer the following 
to the Claims Division: 

(1) Protests or appeals of settlements made by the 
Claims Division. 

(2) Any additional claim, the settlement of which 
requires reconsideration of a previous settlement 
made by the General Accounting Office. The prior 
claim will be cited, and an additional adminis- 
trative report will be furnished to support the 
additional claim. 
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CHAPTER 3 — DECEASED CIVILIAN OFFICERS AND EMPLOYEES — 
PROCEDURES FOR SETTLEMENT OF ACCOUNTS 

SECTION 16 — SCOPE AND DEFINITIONS 
16.1 SCOPE OF CHAPTER 

This chapter prescribes forms and procedures for the 
prompt settlement of accounts of deceased civilian officers 
and employees of the Federal Government and of the govern- 
ment of the District of Columbia (including wholly owned 
and mixed-ownership Government corporations), as contem- 
plated by 5 U.S.C. 5581, 5582, 5583. The term "deceased 
employees" as used in this chapter includes former civilian 
officers and employees who die subsequent to separation 
from the employing agency. 

The procedures prescribed by this chapter do not 
apply to: 


(1) Accounts of deceased officers and employees 
of the Federal land banks. Federal intermediate 
credit banks, or regional banks for cooperatives 
(see 5 U.S.C. 5581(1) ) . 

(2) Payment of unpaid balance of salary or other 
sums due deceased Senators or officers or employees 

of the Senate (see 2 U.S.C. 36a; 5 U.S.C. 5581(1)). 

(3) Payment of unpaid balance of salary or other 
sums due deceased Members of the House of Repre- 
sentatives (see 2 U.S.C. 38a). See 4 GAO 20.1 
relative to the settlement of accounts of 

deceased officers and employees of the House of 
Representatives. 

16.2 DEFINITIONS 

The term "unpaid compensation," when used in this 
chapter, means the pay and allowances due on account of 
the services of the decedent for the Federal Government 
or the government of the District of Columbia. It shall 
include, but not be limited to: 

(1) Per diem in lieu of subsistence, mileage, and 
amounts due in reimbursement of travel expenses, 
including incidental and miscellaneous expenses in 
connection therewith for which reimbursement is due. 

4-14 


Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 



Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 


SUBSEC. 17.1 


CLAIMS 


(2) Allowances on change of official station. 

(3) Quarters and cost-of-living allowances and 
overtime or premium pay. 

(4) Amounts due for payment of cash awards for 
employees' suggestions. 

(5) Amounts due as refund of pay deductions 
for United States savings bonds. 

(6) Payment for accumulated and current accrued 
annual or vacation leave equal to the pay the decedent 
would have received had he lived and remained in the 
service until the end of the period of such annual 

or vacation leave. 

(7) Amounts of checks drawn for pay and allow- 
ances which were not delivered by the Government to 
the officer or employee during his lifetime. 

(8) Amounts of unnegotiated checks returned 
to the Government because of the death of the 
officer or employee. 

(9) Retroactive pay under 5 U.S.C. 5344(a)(2). 

It does not include benefits, refunds, or interest payable 
under subchapter III of chapter 83 of title 5, U.S. Code, 
applicable to the service of the deceased employee, or 
amounts the disposition of which is otherwise expressly 
prescribed by Federal statute. 

SECTION 17 — FORMS 

17.1 FORMS PRESCRIBED FOR PROCEDURES IN THIS CHAPTER 


STANDARD FORMS 

SF 1152 Designation of Beneficiary, Unpaid 

Compensation of Deceased Civilian Employee 

SF 1153 Claim of Designated Beneficiary and/or 

Surviving Spouse for Unpaid Compensation 
of Deceased Civilian Employee 


SF 1154 Public Voucher for Unpaid Compensation Due 
a Deceased Civilian Employee 
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CLAIMS 


SUBSEC. 17.1 


SF 1154a Public Voucher for Unpaid Compensation Due 
a Deceased Civilian Employee (Memorandum) 

Specimen copies of Standard Forms 1152, 1153, and 1154 
are contained in appendix A of this title. 

SECTION 18 — NOTIFYING EMPLOYEES 

18.1 AGENCY RESPONSIBILITY 

Each agency of the Government affected will bring to 
the attention of its civilian employees the provisions of 
the act relative to their right to designate a beneficiary 
or beneficiaries to receive the amounts due and the 
disposition to be made of unpaid amounts where no bene“ 
ficiary or beneficiaries have been designated. 

SECTION 19 — DESIGNATION OF BENEFICIARY 

19.1 DESIGNATION FORM 

SF 1152, Designation of Beneficiary, Unpaid Compen- 
sation of Deceased Civilian Employee, is prescribed for 
use by employees in designating a beneficiary and in 
changing or revoking a previous designation. However, in 
the absence of the prescribed form, any designation, change, 
or cancellation of beneficiary witnessed and filed in 
accordance with the general requirements of these 
cedures shall be acceptable. Each agency subject to the 
provisions of the act will furnish the employee an SF 1152 
upon request therefor. 

19.2 WHO MAY BE DESIGNATED 

An employee may designate any person or persons as 
beneficiary. The term "person or persons" as used in 
these procedures includes a legal entity or the estate 
of the deceased employee. 

19.3 EXECUTING AND FILING A DESIGNATION OF 
BENEFICIARY FORM 

The SF 1152 must be executed in duplicate by the 
employee and filed with the employing agency, where the 
proper officer will sign it and insert the date of re- 
ceipt in the space provided on each part, file the orig- 
inal, and return the duplicate to the employee. The 
designation will be filed in the particular office which 
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SUBSEC. 20.1 


CLAIMS 


authorizes payment of the employee's compensation, or such 
other place as the head of the agency may direct. 

19.4 EFFECTIVE PERIOD OF A DESIGNATION 

A designation of beneficiary, properly executed and 
filed in the agency of employment, unless earlier changed 
or revoked in writing, will be effective as long as em- 
ployment by the same agency continues and thereafter until 
the employee is transferred or reemployed by the sa^ie or 
another department or agency of the Government. Should 
an employee resign and be reemployed, or be transferred 
to another agency, and desire the unpaid compensation to 
be paid to a designated beneficiary, another designation 
of beneficiary form must be executed, as directed in sub- 
section 19.3 above. If an amount should become due from 
the agency from which the employee was separated, it will 
be the responsibility of such agency to ascertain, prior 
to payment, if the employee was reemployed and executed 
a designation of beneficiary in connection with such em- 
ployment, and to pay the compensation to any person or 
persons so designated. A new designation of beneficiary 
is not required as to an employee whose agency or site 
function, records, equipment, and personnel are absorbed 
by another agency. 

19.5 CHANGE OR REVOCATION OF A DESIGNATION 


A designation of beneficiary previously made may be 
changed or revoked as of a later date by the execution 
and filing of another SF 1152 by the employee, as 
directed in subsection 19.3 above. When a designation 
of beneficiary is changed or revoked, the employing agency 
should return the earlier designation to the employee. 


SECTION 20 — CLAIMS JURISDICTION 


20.1 ADMINISTRATIVE AGENCIES 

Claims for unpaid compensation due deceased employees 
of the government of the District of Columbia, of the 
Canal Zone Government on the Isthmus of Panama, and of 
wholly owned and mixed— ownership Government corporations 
will be paid by those agencies. See 5 U.S.C. 5583. 

Except as otherwise provided in subsections 20.2 and 22.4b 
of this chapter, claims for unpaid compensation due de- 
ceased employees of other agencies of the Federal Govern- 
ment, including officers and employees of the House of 
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Representatives, may be paid by those agencies under any 
of the provisions of 5 U.S.C. 5582. 

20.2 GENERAL ACCOUNTING OFFICE 

Except as provided in subsection 20.1 above, claims 
for unpaid compensation due deceased employees of the 
Federal Government will be paid only upon settlement by 
the Claims Division in the following cases: 

(1) When doubt exists as to the amount or 
validity of the claim. 

(2) When doubt exists as to the person(s) 
properly entitled to payment. 

SECTION 21--SECURING CLAIMS 

21.1 SECURING CLAIM ON EMPLOYEE'S DEATH 

As soon as practicable after the death of a person 
designated as a civilian employee under the act, the agency 
in which s/he was last employed, upon determining that 
unpaid compensation is due the decedent, will request 
each designated beneficiary to execute SF 1153, Claim for 
Unpaid Compensation of Deceased Civilian Employee. If no 
beneficiary was designated, the surviving spouse, and if 
no surviving spouse, the person or persons next in order 
of precedence, in accordance with the first section of 
the act (5 U.S.C. 5582), would execute SF 1153. When the 
designated beneficiary is the estate of the decedent, the 
employing agency will furnish the legal representative, 
heir, or heirs of the decedent SF 1055, Claim Against the 
United States for Amounts Due in the Case of a Deceased 
Creditor, prescribed in 4 GAO 36.1, since this form will 
elicit the information required for settlement of such 
claims. Any assistance deemed necessary for the proper 
execution of the forms will be furnished to all claimants 
by the employing agency. 

21.2 CLAIMS INVOLVING MINORS OR INCOMPETENTS 

a. If a guardian or committee has been appointed 
for a minor or an incompetent (a person who has been 
adjudged by a court to be incompetent to handle his own 
affairs) appearing entitled to unpaid compensation, the 
claim should be supported by a short certificate of the 
court showing the appointment and qualification of the 
claimant in such capacity. 
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SUBSEC. 22.4 CLAIMS 


b. If no guardian or committee has been or will be 
appointed, the initial claim should be supported by a 
statement showing (1) the claimant's relationship to the 
minor or incompetent, if any, (2) the name and address 
of the person having care and custody of the minor or 
incompetent, (3) that any moneys received will be applied 
to the use and benefit of the minor or incompetent, and 
(4) that the appointment of a guardian or committee is 
not contemplated. 

SECTION 22 — UNNEGOTIATED AND UNDELIVERED 
GOVERNMENT CHECKS 

22.1 RETURN OF UNNEGOTIATED GOVERNMENT CHECKS 

All unnegotiated U.S. Government checks drawn to the 
order of a decedent, representing unpaid compensation as 
defined in subsection 16.2 of this chapter and in the 
possession of the claimant should be returned to the 
employing agency concerned. Claimants should be instructed 
to return any other U.S. Government checks, drawn to the 
order of a decedent for purposes other than unpaid 
compensation, such as veterans benefits, social security 
benefits, or Federal tax refunds, to the agency from 
which received with request for further instructions from 
that agency. 

22.2 RECORDING RETURNED CHECKS 

Upon receipt of unnegotiated U.S. Government checks 
for unpaid compensation, returned pursuant to subsection 
22.1 above, the administrative office will make an 
appropriate record of them for later statement in the Public 
Voucher for Unpaid Compensation Due a Deceased Civilian 
Employee, SF 1154. 

22.3 CHECKS DRAWN ON THE UNITED 
STATES TREASURY 

The proceeds of unnegotiated and/or undelivered 
checks which are drawn on the United States Treasury, 
formerly the Treasurer of the United States, for unpaid 
compensation due the decedent will be obtained by 
processing SF 1154. 

22.4 CHECKS DRAWN ON DESIGNATED DEPOSITARIES 

a. CURRENT CHECKS. The proceeds of unnegotiated 
and/or undelivered checks which are drawn on designated 
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SUBSEC. 22.4 


depositaries of the United States Treasury, formerly the 
Treasurer of the United States, for unpaid compensation 
due the decedent, and are still current as to issue date 
(see "b" below), will be obtained by processing SF 1154. 

b. UNCURRENT CHECKS. Unnegotiated and/or undelivered 
checks for unpaid compensation due the decedent, which 
are drawn on designated depositaries and have not been 
paid prior to the close of the fiscal year next following 
the fiscal year in which the checks were issued, are un- 
current. Claims for the proceeds of such checks must be 
submitted to the Claims Division for settlement pursuant 
to the provisions of section 1(b) of the act of August 28, 
1957, Public Law 85-183, 31 U.S.C. 132. The checks, 
if available, should accompany the claims. 

SECTION 23 — VOUCHERING CLAIMS FOR ADMINI- 
STRATIVE PAYMENT OR FOR SUBMISSION 
TO GENERAL ACCOUNTING OFFICE 


23.1 VOUCHER FORMS USED 

Upon receipt of a duly executed SF 1153 or SF 1055 
and any unnegotiated and/or undelivered U.S. Government 
checks, the agency concerned will promptly prepare a 
disbursement voucher for the amount of the unpaid 
compensation due the deceased civilian employee. The 
disbursement voucher, SF 1154 and SF 1154a (Memorandum), 
Public Voucher for Unpaid Compensation Due a Deceased 
Civilian Employee, will be used for this purpose. 

23.2 PREPARATION OF SUBVOUCHERS IN SUPPORT OF SF 1154 

The disbursement voucher, SF 1154, will be supported 
where necessary by the forms described below, which may 
be used as subvouchers. Each of the forms used should be 
signed by a designated approving officer and should show 
the amount chargeable to the applicable appropriation 
and/or fund. While the use of standard forms as subvouchers 
in support of the payment voucher appears desirable, there 
will be no objection to the development of the details 
of unpaid compensation on other forms used by the paying 
agencies (Government-owned corporations, etc. ) for 
determining the amounts due their deceased employees for 
similar elements of compensation. 

a. PAYROLL FOR PERSONAL SERVICES — SF 1128. On the 
reverse of this form will be shown the name of the deceased 
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CLAIMS 


employee, his designation and rate of pay, and, in the 
appropriate columns, the gross earnings, deductions, and 
net amount due for all personal services which have not 
been included in any prior payroll. Additional items to 
be shown on this form will be the number of hours of un- 
used annual leave and the number of overtime and premium 
pay hours together with the amounts due in each case. 

In connection with payroll deductions, attention is 
invited to the following: 

(1) FEDERAL INSURANCE CONTRIBUTIONS ACT. If 
the decedent was subject to the provisions of the 
Federal Insurance Contributions Act, his social 
security number should be shown beneath his name. 
Current earnings of the decedent and the lump-sum pay- 
ment for unused annual leave earned after the calendar 
year 1950 are subject to FICA tax. When no FICA tax 
deductions are currently made from the unpaid 
compensation of the decedent because the required 
amount for the calendar year has been deducted on 
previous payrolls of the agency, the administrative 
officer should so state on the subvoucher (SF 1128 

or other appropriate form). 

(2) CIVIL SERVICE RETIREMENT ACT. If the 
decedent was subject to the provisions of the Civil 
Service Retirement Act, as amended, his current 
earnings up to and including the date of death are 
subject to deductions for the Civil Service 
Retirement Fund. 

(3) FEDERAL EMPLOYEES GROUP LIFE AND HEALTH 
INSURANCE. If the decedent's earnings were subject 
to deductions for life and/or health insurance at 
the time of death, such deductions are to be applied 
to amounts earned up to and including date of death. 

(4) FEDERAL TAX. The Internal Revenue Service 
has ruled that no withholding should be made for 
income tax from the unpaid salary and lump-sum 
leave payment due a decedent. 

(5) STATE TAX. The withholding of State income 
tax from the unpaid salary and lump-sum leave pay- 
ment due a decedent will be governed in each case 

by the applicable laws and regulations. (See part 
III, chapter 4000, of the Treasury Fiscal Requirements 
Manual for Guidance of Departments and Agencies ) 
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(6) U.S. SAVINGS BONDS. No current deduction 
will be made from the unpaid compensation of a 
deceased civilian employee for, or to complete, the 
purchase of a U.S. savings bond under the employee's 
bond purchase authorization, since such allotment 

of pay becomes void upon the death of the allotter. 

(7) ACCOUNTING FOR DEDUCTIONS. Deductions for 
the Civil Service Retirement Fund, FICA taxes. 
Government life and health insurance premiums, etc., 
shown for the purpose of determining the net amount 
due, will also be included and accounted for on the 
next regular payroll of the employing agency as Gross 
Amount Earned and Deductions. 

b. TRAVEL VOUCHER — SF 1012. On this form will be 
shown the amount of per diem and mileage allowances and 
expenses incurred incident to official travel. On this 
form may also be shown the amount of any authorized 
allowance due on account of change of official station. 

c. PUBLIC VOUCHER FOR PURCHASES AND SERVICES 
OTHER THAN PERSONAL — SF 1034. On this form will be shown 
the amount of unpaid "cash awards" granted by the employing 
agency for the deceased employee's meritorious suggestion(s) . 

d. VOUCHER FOR ALLOWANCES AT FOREIGN POSTS OF 
DUTY — SF 1069. On this form will be shown the unpaid 
amount representing the commuted value of quarters and 
cost-of-living allowances which are not included on the 
Travel Voucher (SF 1012) or any other prescribed form. 

e. REFUND OP DEPOSIT FUNDS — SF 1047 — OR OTHER 
APPROVED TYPE OP DISBURSEMENT VOUCHER. On this form will 
be shown any unapplied balance of payroll deductions pre- 
viously made at the direction of the deceased employee 
for purchase of U.S. savings bonds. 

f. SCHEDULE OF VOUCHER DEDUCTIONS — SF 1096. On 
this form will be shown the balance of any outstanding 
travel advances or any other items of indebtedness for 
deduction from the total of the amount otherwise due. 

23.3 PREPARATION OF VOUCHER FOR UNPAID 
COMPENSATION 

On the reverse side of the payment voucher (SF 1154) 
will be shown, in the spaces provided, the amounts of the 
several elements of unpaid compensation which are 
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SUBSEC. 23.4 CLAIMS 

developed as indicated in subsection 23.2 above. Spaces 
are also provided for showing the amount of outstanding 
travel advances for which the deceased employee is 
accountable, and such amount will be deducted from the 
total of the amount otherwise due. Items of unpaid com- 
pensation known to be due may be vouchered without regard 
to other items considered doubtful or requiring additional 
information. In such cases the supplemental vouchers 
should contain a citation to the voucher (s) covering the 
previous payment or payments, such citation being shown 
in the spaces provided on the reverse side of SF 1154 and 
SF 1154a. The gross amount chargeable to the appropriation 
and/or fund, including "deposit" funds, and the net 
amount due the claimant(s) will be brought forward to the 
face of the payment voucher (SF 1154) and shown in the 
spaces provided. In the space provided for "Accounting 
Classification" will be shown the distribution of the gross 
amount chargeable to the appropriation and/or fund appli- 
cable. The voucher will be otherwise completed, recorded, 
and certified by the designated certifying officer. 

23.4 PROCESSING VOUCHERS FOR ADMINISTRATIVE 
PAYMENT 

Vouchers (SF 1154) covering payments to be made 
administratively pursuant to 4 GAO 20.1 will be forwarded 
or scheduled to the disbursing officer for payment in 
the same manner as other disbursement vouchers. In those 
cases where a site audit of salary payments is performed 
by the General Accounting Office, the subvouchers described 
in subsection 23.2 above, showing the detailed computations 
of the amounts due, together with SF 1152, will be retained 
in the administrative office for audit purposes. In those 
cases where an off-site audit of salary payments is per- 
formed by the General Accounting Office, the subvouchers, 
showing the detailed computations of the amounts due, 
together with SF 1152 and SF 1153, will be attached to 
that copy of the payment voucher (SF 1154) which is used 
for audit purposes by the General Accounting Office and 
forwarded to the point where payroll documents are normally 
sent for audit. In those cases of partial payment as 
provided in subsection 23.3 above, the subvouchers, showing 
the detailed computations of the amounts due, together 
with SF 1152 and SF 1153, will be retained in the admin- 
istrative office if a site audit is performed or, if an 
off-site audit is performed, will be forwarded to the 
point where payroll documents are normally sent for audit 
and attached to that copy of the first voucher (SF 1154) 
which is used for audit purposes by the General Accounting 
Office. 
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CLAIMS SUBSEC. 23.5 


23.5 PROCESSING VOUCHERS FOR TRANSMITTAL TO 
GENERAL ACCOUNTING OFFICE 

Disbursement vouchers (SF 1154) which can be paid only 
after settlement by the General Accounting Office pursuant 
to 4 GAO 20.2 will be transmitted to the Claims Division, 

U.S. General Accounting Office, Washington, D.C. 20548, 
in a number of copies sufficient to permit the General 
Accounting Office to retain one copy. The approved voucher 
will be returned to the agency for payment. 

The subvouchers, showing the detailed computations 
of the amounts due, together with SF 1152, if any, and the 
completed application form (SF 1153 or SF 1055), will be 
attached to the original payment voucher (SF 1154), or to 
the first payment voucher (SF 1154) in cases of partial 
payment under subsection 23.3 above, and sent to the 
Claims Division, even though a site audit is otherwise 
performed by the General Accounting Office. 

In addition to the supporting documents described 
above, claims submitted to the Claims Division should 
be accompanied by an administrative report containing (1) 
a statement of the doubt involved, if any, (2) any 
pertinent administrative findings and recommendations, 
and (.') a statement that the claim has not been and will 
not b(; paid except pursuant to certification in the name 
of the Comptroller General. 

23.6 PAYMENT DATA 

The Public Voucher for Unpaid Compensation Due a 
Deceased Civilian Employee (SF 1154) provides for showing 
payments made either by check(s) drawn on the United States 
Treasury or designated depositary banks, or in cash. If 
payment is made by check(s) drawn on a designated depositary 
bank, the name of such bank should be shown. If payment 
is made in cash, signature of the payee in acknowledgment 
of receipt of payment is required, and, if more than one 
payee, a receipt should be obtained for the amount paid 
to each and attached to the voucher. 

SECTION 24 — ^APPLICABILITY OF GENERAL 
CLAIM PROCEDURES 

When not in conflict with this chapter, the provisions 
of chapter 2 of this title, relating to procedures applicable 
to claims generally, are also applicable to the settlement 
of accounts of deceased civilian officers and employees. 
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SEC. 25 CLAIMS 


CHAPTER 4 — DECEASED MEMBERS OF THE UNIFORMED SERVICES 
AND THE NATIONAL GUARD — PROCEDURES FOR SETTLEMENT 

OF ACCOUNTS 

SECTION 25 — SCOPE OF CHAPTER 

This chapter prescribes forms and procedures for the 
prompt settlement of the accounts of; 

(1) Deceased members of the uniformed services 
(including deceased commissioned officers of the Public 
Health Service and the Environmental Science Services 
Administration) pursuant to 10 U.S.C. 2771. 

(2) Deceased members of the National Guard pursuant 
to 32 U.S.C. 714. 

Note; The term "deceased members" as used in this chapter 
includes former members who die subsequent to discharge or 
separation from the service. 

A designation of beneficiary under 10 U.S.C. 2771 or 
32 U.S.C. 714, properly executed and filed in the place 
designated for such purposes in the regulations of the 
department concerned, will be effective thereafter until 
(1) expressly changed or revoked in writing or (2) the 
serviceman tranfers to a different branch of the military 
service or (3) s/he returns to the same or a different 
branch after a break in service. 

The payment provisions of 10 U.S.C. 2771 and 32 U.S.C. 
714 are effective only when the member's death occurs on 
or after January 1, 1956. Claims relating to the accounts 
of members dying before such date are for consideration by 
the Claims Division. 

The term "pay and allowances" when used in this chapter 
includes any amount due a decedent from the service of which 
he was a member, exclusive of amounts payable administra- 
tively pursuant to other specific authority. 
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CLAIMS SEC. 26 


SECTION 26 — FORMS 

26.1 FORMS PRESCRIBED FOR PROCEDURES IN THIS CHAPTER 
STANDARD FORMS 

SF 1174 Claim for Unpaid Compensation of Deceased Member 
Uniformed Services 

SF 1176 Public Voucher for Unpaid Pay and Allowances Due 
a Deceased Member of the Armed Forces 

SF 1176a Public Voucher for Unpaid Pay and Allowances Due 

a Deceased Member of the Armed Forces (Memorandum) 

Specimen copies of Standard Forms 1174 and 1176 are 
contained in appendix A of this title. 

SECTION 27 — JURISDICTION 

27.1 ADMINISTRATIVE AGENCIES 

Except as otherwise provided in subsections 27.2 and 
29.3b of this chapter, pay and allowances due deceased mem- 
bers shall be paid as follows; 

a. DECEASED MEMBERS OF THE ARMED FORCES. 

Amounts payable under any of the clauses establishing the 
order of precedence as set forth in 10 U.S.C. 2771(a) shall 
be paid by the department or military service concerned. 

b. DECEASED MEMBERS OF THE NATIONAL GUARD. 

Amounts payable under any of the clauses establishing the 
order of precedence as set forth in 32 U.S.C. 714(a) shall 
be paid by the department concerned. 

27.2 GENERAL ACCOUNTING OFFICE 

Payments shall be made only upon settlement by the Claims 
Division in the following cases: 
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CLAIMS 


(1) When doubt exists regarding the amount or validity 
of the claim. 

(2) When doubt exists regarding the person(s) properly 
entitled to payment. 

SECTION 28 — CLAIMS 

28.1 FURNISHING CLAIM FORMS AND ASSISTANCE TO CLAIMANTS 

As soon as practicable after the death of a member, the 
department under which the member was serving at the date of 
death will furnish the designated beneficiary or beneficiaries 
SF 1174, Claim for Unpaid Compensation of Deceased Members 
of Uniformed Services for use in filing a claim for any 
unpaid pay or allowances that may be due the decedent. If 
there is no designated beneficiary, the person or persons 
next in order of precedence, in accordance with 10 U.S.C. 
2771(a) or 32 U.S.C. 714(a), should submit SF 1174. Any 
assistance deemed necessary for the proper execution of the 
forms will be furnished to all claimants by the departments 
concerned. 

28.2 CLAIMS INVOLVING MINORS OR INCOMPETENTS 

a. If a guardian or committee has been appointed for a 
minor or an incompetent (a person who has been adjudged by a 
court to be incompetent to handle his own affairs) appearing 
®^^itled to unpaid amounts, the claim should be supported by 
a short certificate of the court showing the appointment 
and gualif ication of the claimant in such capacity. 

b. If no guardian or committee has been or will be 
appointed, the initial claim should be supported by a state- 
ment showing (1) claimant's relationship to the minor or 
incompetent, if any, (2) the name and address of the person 
having care and custody of the minor or incompetent, (3) 
that any moneys received will be applied to the use and bene- 
fit of the minor or incompetent, and (4) that the appoint- 
ment of a guardian or committee is not contemplated. 

28.3 CLAIMS FOR UNNEGOTIATED GOVERNMENT CHECKS 

Unnegotiated U.S. Government chec)cs drawn to the order 
of the decedent by the service of which he was a member should 
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be returned to the department concerned for consideration in 
connection with the settlement of the member's account. 
Claimants should be advised that all other unnegotiated U.S. 
Government checks drawn to the order of the decedent should 
be returned to the agency from which received with request 
for further instructions from that agency. 

SECTION 29 — DISPOSITION OF UNNEGOTIATED AND 
UNDELIVERED CHECKS FOR PAY 
AND ALLOWANCES 

29.1 RECORDING RETURNED CHECKS 

Unnegotiated U.S. Government checks covering pay and 
allowances, returned pursuant to subsection 28.3 of this 
chapter, will be recorded on appropriate accounting documents 
for later statement in the Public Voucher for Unpaid Pay 
and Allowances Due a Deceased Member of the Armed Forces, 

SF 1176. 

29.2 CHECKS DRAWN ON THE UNITED STATES TREASURY 

The proceeds of unnegotiated and/or undelivered checks 
which are drawn on the United States Treasury for pay and 
allowances due the decedent will be obtained by processing 
SF 1176. 

29.3 CHECKS DRAWN ON DESIGNATED DEPOSITARIES 

a. CURRENT CHECKS. The proceeds of unnegotiated and/or 
undelivered checks which are drawn on designated depositaries 
of the United States Treasurer, formerly the Treasurer of the 
United States for pay and allowances due the decedent, and 
are still current as to issue date (see "b" below), will 

be obtained by processing SF 1176. 

b. UNCURRENT CHECKS. Unnegotiated and/or undelivered 
checks for pay and allowances due the decedent, which are 
drawn on designated depositaries and have not been paid prior 
to the close of the fiscal year next following the fiscal year 
in which the checks were issued, are uncurrent. Claims for 
the proceeds of such checks must be submitted to the Claims 
Division for settlement pursuant to the provisions of section 
1(b) of the act of August 28, 1957, Public Law 85-183, 31 
U.S.C. 132. The checks, if available, should accompany the 
claims. 
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CLAIMS 


SECTION 30 — VOUCHERING CLAIMS FOR PAY 
AND ALLOWANCES 


30.1 VOUCHER FORMS USED 

Upon receipt of a claim on a duly executed SF 1174, 
the department concerned will promptly prepare a disbursement 
voucher for the amount of the pay and allowances due the de- 
ceased member, including the proceeds of unnegotiated checks. 
The disbursement voucher, SF 1176, and SF 1176a (Memorandum), 
will be used for this purpose. 

30.2 SUPPORTING DOCUMENTATION FOR SF 1176. 

The disbursement voucher, SF 1176, will be supported by: 

(1) the original claim, on SF 1174; 

(2) appropriate documentation relating to any amounts 
included on the voucher, such /documentation to be on 
forms approved for such purpose and used as subvouchers; 

(3) an official copy of the death report; and 

(4) a certified copy of the designation of beneficiary 
form, when a beneficiary has been designated, i^ the 
name and address of the beneficiary as shown on the form 
do not appear on the death report. 

SECTION 31 — PROCESSING VOUCHERS FOR 
PAYMENT ADMINISTRATIVELY 

Those vouchers (SF 1176) covering payments to be made 
administratively pursuant to subsection 27.1 of this chapter 
will be forwarded individually or scheduled to the appropriate 
disbursing office for payment in the same manner as other 
disbursement vouchers. In the Departments of the Army, Navy, 
and Air Force, the documents and subvouchers referred to in 
subsection 30.2 above will be forwarded to the Finance Center 
of the department concerned to be retained in the "Military 
Pay Record Jacket" or other appropriate pay account of the 
deceased member for audit by the appropriate audit staff of 
the General Accounting Office. In the Departments of the 
Treasury; Commerce; and Health, Education, and Welfare, the 
applicable documents and subvouchers referred to in subsection 
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SEC. 32 


30.2 will be retained with the Military Pay Record or other 
appropriate pay account at the location where the audit by 
the General Accounting Office will be performed. 

SECTION 32 — VOUCHER SUBMISSIONS TO GENERAL 
ACCOUNTING OFFICE 

32.1 VOUCHER SUBMISSION REQUIREMENTS 

Disbursement vouchers (SF 1176) which can be paid only 
after settlement by the General Accounting Office pursuant 
to subsection 27.2 of this chapter will be submitted to the 
Claims Division, U.S. General Accounting Office, Washington, 
D.C. 20548. Each original disbursement voucher involving 
an individual claimant will be accompanied by one copy for 
notice to such claimant, one copy for retention in the claim 
record of the General Accounting Office, and a sufficient 
number of copies to support administrative and accounting 
records. In no event will the original voucher be accompanied 
by less than two copies. If more than one individual is 
claiming, additional voucher copies will be provided for 
notice to each claimant and will accompany the original 
voucher when submitted to the Claims Division. No copy of 
the voucher should be prepared for return to the Claims 
Division after payment. 

32.2 ADMINISTRATIVE REPORT TO ACCOMPANY VOUCHERS 

In addition to the supporting documents described in 
subsection 30.2 of this chapter, any disbursement voucher 
submitted to the Claims Division will be accompanied by an 
administrative report containing (1) a statement of the doubt 
or other reason for forwarding the claim, (2) any pertinent 
administrative findings and recommendations, and (3) a state— 
ment that the claim has not been and will not be paid except 
pursuant to certification in the name of the Comptroller 
General. 

32.3 PROCESSING VOUCHERS FOR PAYMENT AFTER 
CERTIFICATION BY GENERAL ACCOUNTING OFFICE 

After certification for payment, the original voucher 
and all copies thereof, except the copy prepared for retention 
by the General Accounting Office, will be returned to the 
originating department under a covering transmittal letter. 

A copy of the transmittal letter will be promptly receipted 
and returned to the Claims Division. The department will be 
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SEC. 33 


CLAIMS 


responsible for the distribution of the voucher and copies 
for record and payment purposes. It also will be responsible 
for forwarding each claimant's notice copy to the disbursing 
office for transmittal to the payee with the check issued 
in payment of the claim. 

SECTION 33— APPLICABILITY OF GENERAL 
CLAIM PROCEDURES 

When not in conflict with this chapter, the provisions 
of chapter 2 of this title, relating to procedures applicable 
to claims generally, are also applicable to the settlement 
of accounts of deceased members. 
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CHAPTER 5 — DECEASED PUBLIC CREDITORS GENERALLY — 

CLAIM SETTLEMENT PROCEDURES 

SECTION 34 — SCOPE OF CHAPTER 

This chapter relates to the settlement of claims for 
amounts alleged to be due the estates of deceased individual 
public creditors, except when such claims are within the 
jurisdiction of administrative agencies pursuant to specific 
authority. The claims coming within the scope of this chap- 
ter include, among others, claims for amounts due deceased 
contractors (whether under terminated or continuing contracts) 
and other deceased public creditors for supplies furnished 
and services rendered. 

SECTION 35 — JURISDICTION 

35.1 CLAIMS DIVISION 

Claims for unpaid amounts due deceased public creditors 
will be paid only upon settlement by the Claims Division in 
the following cases; 

(1) When doubt exists as to the amount or validity of 
the claims. 

(2) When doubt exists as to the person(s) properly 
entitled to payment under the laws of the domicile of 
the decedent. 

35.2 ADMINISTRATIVE AGENCIES 

Except as otherwise provided in subsections 35.1 and 
38.3b of this chapter claims for unpaid amounts due deceased 
public creditors may be paid by the administrative agency 
under the laws of the domicile of the decedent. 
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CLAIMS 


SECTION 36 — FORMS 

36.1 FORM PRESCRIBED FOR PROCEDURES IN THIS CHAPTER 
STANDARD FORM 

SF 1055 Claim Against the United States for Amounts Due 
in the Case of a Deceased Creditor 

A specimen copy of this form is contained in appendix A of 
this title. 

36.2 USE OF SF 1055 FOR CLAIMS OUTSIDE SCOPE OF THIS CHAPTER 

SF 1055 may be used for filing claims which are within 
the exclusive jurisdiction of administrative agencies, if the 
agencies concerned so desire. 

SECTION 37 — CLAIM FILING REQUIREMENTS 

37.1 USE OF PRESCRIBED FORM 

Claims to which this chapter relates, including claims 
for the proceeds of U.S. Government checks, will be filed on 
SF 1055. 

37.2 ASSISTING CLAIMANTS IN FILING CLAIMS 

Such assistance as is deemed necessary may be given to 
claimants by the administrative agencies to insure proper 
execution and submission of the claim form, SF 1055. 

37.3 CLAIMS INVOLVING MINORS 

a. If a guardian has been appointed for a minor appear- 
ing entitled to unpaid amounts, the claim should be supported 
by a short certificate of the court showing the appointment 
and qualification of the claimant in such capacity. 

b. If no guardian has been or will be appointed, the 
initial claim should be supported by a statement showing (1) 
claimant's relationship to the minor, if any, (2) the name 
and address of the person having care and custody of the 
minor, (3) that any moneys received will be applied to the 
use and benefit of the minor, and (4) that the appointment 
of a guardian is not contemplated. 
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SECTION 38 — UNNEGOTIATED AND UNDELIVERED 
GOVERNMENT CHECKS 

38.1 RETURN OF UNNEGOTIATED GOVERNMENT CHECKS 

All unnegotiated U.S. Governmefit checks, in possession 
of a claimant, which are drawn to the order of a deceased 
public creditor should be returned to the agency from which 
received. 

38.2 CHECKS DRAWN ON THE UNITED STATES TREASURY 

The proceeds of unnegotiated and/or undelivered checks 
which are drawn on the United States Treasury to the order 
of a deceased public creditor will be obtained for claim 
settlement purposes by processing a regular disbursement 
voucher signed by a duly authorized certifying officer. 

38.3 CHECKS DRAWN ON DESIGNATED DEPOSITARIES 

a. CURRENT CHECKS. The proceeds of unnegotiated and/or 
undelivered checks which are drawn on designated depositaries 
of the United States Treasury to the order of a deceased 
public creditor, and are still current as to issue date (see 
"b" below), will be obtained for claim settlement purposes 

by processing a regular disbursement voucher signed by a 
duly authorized certifying officer. 

b. UNCURRENT CHECKS. Unnegotiated and/or undelivered 
checks, which are drawn on designated depositaries to the 
order of a deceased public creditor and have not been paid 
prior to the close of the fiscal year next following the 
fiscal year in which the checks were issued, are uncurrent. 
Claims for the proceeds of such checks must be submitted 

to the Claims Division for settlement pursuant to the provi- 
sions of section 1(b) of the act of August 28, 1957, Public 
Law 85-183, 31 U.S.C. 132. The checks, if available, should 
accompany the claims. 
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CLAIMS 


SECTION 39 — CLAIM SUBMISSIONS TO GENERAL 
ACCOUNTING OFFICE 

39.1 ADDRESS TO WHICH CLAIMS SHOULD BE FORWARDED 

Claims within the scope of this chapter which are 
required to be settled by the General Accounting Office pur- 
suant to subsections 35.1 and 38.3b should be forwarded 
by administrative agencies to; 

Claims Division 

U.S. General Accounting Office 
Washington, D.C. 20548 

39.2 ADMINISTRATIVE REPORTS 

To the extent appropriate, claims submitted to the 
Claims Division should be accompanied by an administrative 
report containing; 

(1) The claimant's service, serial, and social security 
number, as applicable, for purposes of identification, 
when available in the files of the reporting agency. In 
the case of business firms, the Employer's Identification 
Number (EIN), which corresponds to the social security 
number of an individual, should be shown, if obtainable. 

(2) A statement of the facts out of which the claim arose. 

(3) A statement of the doubt involved. 

(4) A recommendation as to the disposition believed proper. 

(5) A citation to pertinent supporting documents such as 
contracts and vouchers, if any. 

(6) A citation to the appropriation or account to be charged. 

(7) A schedule or list of checks drawn on the United States 
Treasury or of current checks drawn on designated 
depositaries, if any, showing the appropriation or 
account to which the proceeds have been credited (see 

4 GAO 38.3b relative to claims for the proceeds of 
uncurrent depositary checks). 
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(8) A statement that the claim has not been paid and will 

not be paid except pursuant to certification in the name 
of the Comptroller General. 


4-36 


Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 



Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 


SUBSEC. 42.1 


CLAIMS 


CHAPTER 6 — INCOMPETENT PUBLIC CREDITORS — PROCEDURES 
FOR SETTLEMENT OF ACCOUNTS 

SECTION 40 — SCOPE OF CHAPTER 

This chapter prescribes the procedures applicable to 
the settlement of claims for amounts due incompetent public 
creditors of the United States, including claims for the 
proceeds of Government checks drawn on the United States 
Treasury or other authorized Government depositary to the 
order of such creditors, except those claims which are 
under the exclusive jurisdiction of administrative agencies 
pursuant to specific statutory authority. 

Note; The term "incompetent" in this chapter refers to a 
person who has been adjudged by a court to be incompetent to 
handle his own affairs. 

SECTION 41 — JURISDICTION 

41.1 CLAIMS DIVISION 

Claims to which this chapter relates will be paid only 
upon settlement by the Claims Division in the following cases; 

(1) When doubt exists as to the amount or validity 
of the claim. 

(2) When doubt exists as to the person(s) properly 
entitled to payment. 

41.2 ADMINISTRATIVE AGENCIES 

Except as otherwise provided in subsections 41.1 and 
43.3b of this chapter claims for unpaid amounts due incompe- 
tent public creditors may be paid by the administrative 
office. 


SECTION 42 — CLAIM FILING REQUIREMENTS 
42.1 FORM OF CLAIM 

No form is prescribed for use in making claim for sums 
due incompetent creditors of the United States. Such claims 
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must be filed in writing over the signature and full address 
of the person claiming on behalf of the incompetent creditor 
and must set forth the connection of the incompetent creditor 
with the United States Government, giving the name of the de- 
partment, bureau, establishment, or agency involved. 

42.2 CLAIM FILED BY GUARDIAN OR COMMITTEE 

a. INITIAL CLAIM. The initial claim filed by the guar- 
dian or committee of the estate of an incompetent must be 
accompanied by a short certificate of the court showing 

the appointment and qualification of the claimant as guardian 
or committee. 

b. CLAIMS FOR RECURRING PAYMENTS. Subsequent claims 
from guardians or committees for recurring payments need not 
be accompanied by an additional certificate of the court, but 
they must be supported by a statement that the appointment is 
still in full force and effect. 

42.3 CLAIMS FILED BY OTHER THAN GUARDIAN OR COMMITTEE 

If no guardian or committee has been or will be appoint? 
the initial claim should be supported by a statement showing 
(1) claimant's relationship to the incompetent, if any, (2) 
the name and address of the person having care and custody of 
the incompetent, (3) that any amount paid to the claimant 
will be applied to the use and benefit of the incompetent, 
and (4) that the appointment of a guardian or committee 
is not contemplated. 

SECTION 43 — UNNEGOTIATED AND UNDELIVERED 
GOVERNMENT CHECKS 

43.1 RETURN OF UNNEGOTIATED GOVERNMENT CHECKS 

All unnegotiated U.S. Government checks in possession 
of a claimant which are drawn to the order of an incompetent 
public creditor should be returned to the agency from which 
received. 

43.2 CHECKS DRAWN ON THE UNITED STATES TREASURY 

The proceeds of unnegotiated and/or undelivered checks 
which are drawn on the United States Treasury to 
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the order of an incompetent public creditor will be obtained 
for claim settlement purposes by processing a regular dis- 
bursement voucher signed by a duly authorized certifying 
officer. 

43.3 CHECKS DRAWN ON DESIGNATED DEPOSITARIES 

a. CURRENT CHECKS. The proceeds of unnegotiated and/or 
undelivered checks which are drawn on designated depositaries 
of the United States Treasury to the order of an incompetent 
public creditor, and are still current as to issue date (see 
”b" below), will be obtained for claim settlement purposes by 
processing a regular disbursement voucher signed by a duly 
authorized certifying officer. 

b. UNCURRENT CHECKS. Unnegotiated and/or undelivered 
checks, which are drawn on designated depositaries to the 
order of an incompetent public creditor and have not been 
paid prior to the close of the fiscal year next following 
the fiscal year in which the checks were issued, are uncur- 
rent. Claims for the proceeds of such checks must be sub- 
mitted to the Claims Division for settlement pursuant to 
the provisions of section 1(b) of the act of August 28, 

1957, Public Law 85-183, 31 U.S.C. 132. The checks, if 
available, should accompany the claims. 

43.4 CHECK INFORMATION TO ACCOMPANY CLAIM 

A schedule or list of checks drawn on the United States 
Treasury or of current checks drawn on designated depositar- 
ies, showing the appropriation or account to which the pro- 
ceeds have been credited, will be submitted by the agency 
concerned to the Claims Division with the claim. (See sub- 
section 43.3 above relative to claims for the proceeds of 
uncurrent depositary checks.) 

SECTION 44 — APPLICABILITY OF GENERAL 
CLAIM PROCEDURES 

The provisions of chapter 2 of this title relating to 
the procedures applicable to claims generally are applicable 
also to the settlement of accounts of incompetent public 
creditors to which this chapter relates. 
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CHAPTER 7 — IRREGULARITIES AND WITHHOLDINGS UNDER THE 
DAVIS- BACON ACT, 40 U.S.C. 276A, AND/OR THE CONTRACT 
WORK HOURS AND SAFETY STANDARDS ACT, 40 U.S.C. 327-332(3) 

SECTION 45 — SCOPE OF CHAPTER 


This chapter prescribes the form and procedures for with- 
holding amounts to adjust wage underpayments and for reporting 
such Davis-Bacon Act and/or Contract Work Hours and Safety 
Standards Act violations to the General Accounting Office. 

The chapter also sets forth the information and evidence 
required to be included in factual and accounting reports. 

SECTION 46 — FORMS 

46.1 FORM PRESCRIBED FOR PROCEDURES IN THIS CHAPTER 
STANDARD FORM 

SF 1093 Schedule of Withholdings Under the Davis-Bacon 
Act (40 U.S.C. 276a) and/or the Contract Work 
Hours and Safety Standards Act (40 U.S.C. 327- 
332(3) ) 

A specimen copy of this form is contained in appendix A of 
this title. 

SECTION 47 — GENERAL ACCOUNTING OFFICE FUNCTIONS 

47.1 RESPONSIBILITY OF THE GENERAL ACCOUNTING OFFICE 

The General Accounting Office is responsible, in all 
instances where compliance with provisions of the Davis- 
Bacon Act has been questioned, for determining whether or 
not violations occurred in a sense that requires debarment 
of the contractor as provided in the act. Also, it is 
responsible, when funds have been withheld from a contractor 
to cover wage underpayments under said act or under the 
Contract Work Hours and Safety Standards Act, for paying ag- 
grieved employees amounts to which they may be entitled. A 
third responsibility exists, in instances where withholding 
action has been taken, to settle claims by contractors 
based upon the amounts withheld. 
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CLAIMS 


47.2 RESOLVING THE PROBLEM OF DEBARMENT 

In general, the problem of debarment is resolved by 
distinguishing between, on the one hand, technical violations 
which have resulted from inadvertence or legitimate disagree- 
ment concerning classification and, on the other hand, sub- 
stantial violations the intentional nature of which is demon- 
bad faith or gross carelessness in observing obli- 
gations to employees with respect to the minimum-wage provi- 
sions of the act. 


47.3 EVALUATION OF EVIDENCE 

Since evidence which defines the nature and extent of 
violations for debarment purposes likewise establishes the 
propriety of withholdings from contractors and the extent 
of wage underpayments due employees, an integrated and con- 
sistent evaluation of such evidence is essential. In evalua- 
ting the evidence, the General Accounting Office gives care- 
ful consideration to administrative determinations and 
recommendations . 


47.4 WHERE EVIDENCE IS OBTAINED 

Most evidence is obtained and supplied by the agency 
having charge of a contract under which irregularities occur. 
In addition, certain data usually are added by the Department 
ot Labor pursuant to cooperative measures adopted in view of 
Its responsibilities for coordinating the enforcement of 
£ 1 legislation under Reorganization Plan No. 14 

of 901-913, and Regulations of the Secretary 

of Labor thereunder, 29 CFR subtitle A, part 5. Also, 
in some instances additional evidence may be submitted bv 
a contractor. , ^ 


47.5 


INDEPENDENT GENERAL ACCOUNTING OFFICE DETERMINATIONS 


While the General Accounting Office is assisted by the 
counsel obtained from the sources specified in subsection 

47.4 of this section it is required to make independent legal 
determinations based upon its own evaluation of evidence 
in each case. The settlement of claims submitted by contrac- 
tors and employees involves a determination of the legal 

rights of each predicated upon the propriety of the withhold- 
ing action. 
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SECTION 48 — ADMINISTRATIVE REPORTS 

48.1 ADMINISTRATIVE REPORTS IN GENERAL 

Complete administrative reports, including both accounting 
data and all evidence upon which determinations and recommen- 
dations are based, are necessary in all cases. Since the 
examination of cases by the General Accounting Office 
ordinarily is based upon a written record, all material 
matters, including negotiations with contractors, should 
be reduced to writing and furnished for consideration. 

48.2 WHEN COMPREHENSIVE REPORTS ARE REQUIRED 

Comprehensive reports are necessary in all instances 
where there is a disregard of obligations to employees. 

Failure to withhold moneys for wage underpayments, or the 
fact that wage underpayments have been corrected, does 
not obviate furnishing factual reports. 

48.3 ADDRESS TO WHICH COMPREHENSIVE REPORTS SHOULD BE 
FORWARDED 

Comprehensive reports should be forwarded direct to 
the Claims Division, U.S. General Accounting Office, Washing- 
ton, D.C. 20548, unless required to be reported through the 
Department of Labor pursuant to its regulations. 

48.4 THE ESSENTIAL ELEMENTS OF COMPREHENSIVE REPORTS 

Where disregard of obligations to employees has been 
found, the comprehensive report should describe the nature 
and extent of irregularities and present the evidence relied 
upon to establish their existence. The essentials of such 
a report include (1) a chronological narration of the facts, 

(2) a copy of any investigative report and exhibits, in- 
cluding payrolls submitted to the Government and other per- 
tinent documentary evidence, (3) copies of correspondence 
showing administrative action with respect to the exaction 
of compliance and actions taken or explanations proffered by 
offenders, and (4) any additional information, evidence, 
or recommendations believed to be useful in General Accounting 
Office determinations. 
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48.5 REPORTING THE FINALITY OF ADMINISTRATIVE DETERMINATIONS 

Reports should give definite inf oriiiation as to the 
finality of administrative determinations with respect to 
wage underpayments and as to contractors' compliance there- 
with. Until it can be demonstrated that administrative 
determinations of wage underpayments have become final in the 
sense that a contractor has acquiesced in them or has no 
further recourse through appeal, Federal payments to employees 
out of funds collected from a contractor not only would be 
hazardous but might result in improper payments. Also, 
an incurrence of expense to make such disbursements clearly 
would be inappropriate in any instance where Federal inter- 
vention might not actually be necessary to discharge the 
obligation imposed primarily upon contractors and subcon- 
tractors. It is essential, therefore, that the General 
Accounting Office be advised as to how a determination 
of underpayment becomes finally binding upon a contractor 
and in what manner it is evident that a contractor thereafter 
refused to comply. 

48.6 CORRECTIONS OF UNDERPAYMENTS BY CONTRACTORS 
OR SUBCONTRACTORS 

Should wage underpayments be corrected by contractors 
or subcontractors to the satisfaction of the agency in 
charge of a contract, evidence of such corrective payments 
need not be furnished. An appropriate certification that 
adjustments have been verified will be satisfactory for 
purposes of the report. 

SECTION 49 — DISPOSITION OF COLLECTIONS 
FOR WAGE UNDERPAYMENTS 

There has been established in the General Accounting 
Office the account "05X6022," into which collections for wage 
underpayments will be deposited. The amounts so deposited 
will be available for settlement by the General Accounting 
Office when making appropriate payments to aggrieved employees. 

SECTION 50 — ACCOUNTING REPORTS 
50.1 ACCOUNTING FOR COLLECTIONS 

When collections have been made, SF 1093, Schedule of 
Withholdings Under the Davis-Bacon Act (40 U.S.C. 276a) 
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and/or the Contract Work Hours and Safety Standards Act (40 
U.S.C. 327-332), should be completed and forwarded, in dupli- 
cate, to the Claims Division. The form should be accompanied 
by an appropriate check payable to the General Accounting 
Office. 

50.2 SCHEDULE OF UNDERPAYMENTS AND EMPLOYEES' CLAIMS 

A schedule of the underpayments, showing names of employ- 
ees, their current addresses, social security numbers, dates 
and hours of work, classifications and rates at which paid, 
and classifications and rates at which required to be paid, 
should be completed and attached to SF 1093 for transmission 
to the Claims Division, together with any claims received 
from the employees. 

SECTION 51 — WITHHOLDING PROCEDURES PRIOR 
TO COLLECTION ACTION 

51.1 INSTITUTION OF WITHHOLDING PROCEDURES 

Withholding procedures may be instituted, as a matter of 
ensuring that full wages will be paid in questionable in- 
stances, prior to collection action. However, the General 
Accounting Office does not undertake to make adjustments 
with employees until wage underpayment determinations have 
become final and unless contractors have refused to comply 
with such determinations. The reasoning followed is that 

(1) the primary responsibility for making full payment to 
employees rests upon contractors (and subcontractors) and 

(2) the expense of disbursement to employees by the Govern- 
ment should be avoided where possible. It follows that ac- 
tual collections and deposits of moneys into the trust fund 
(as distinguished from withholdings as necessary) should not 
be completed until it can be shown that all controversies 
have been finally settled and that contractors themselves 
cannot, or will not, discharge their obligations in full. 
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CHAPTER 8 — CLAIMS AGAINST THE UNITED STATES RELATING TO 
LOSS OR DAMAGE TO SHIPMENTS 

SECTION 52 — SCOPE OF CHAPTER 


52.1 SCOPE 

This chapter contains the general procedures applicable 
to the presentation, settlement, reconsideration, and review 
of claims against the United States relating solely to loss 
and damage incurred in transportation services. 

Note; The word "claims" as used in this chapter means requests 
by claimants for amounts deducted or set off by the Government. 

SECTION 53 — CLAIMS TO BE PAID ADMINISTRATIVELY 

Claims by carriers for all or part of amounts deducted 
for loss and damage, which are not barred by a statute of 
limitations or which do not involve a doubtful question of 
law or fact , may be paid by departments and agencies. 

SECTION 54 — CLAIMS TO BE SUBMITTED FOR ADJUDICATION 

Claims involving loss and damage, other than those 
specified in section 53 of this chapter should be submitted 
without payment by departments and agencies to the Claims 
Division. See also section 59 of this chapter. Claims for 
transportation charges should be referred to the General 
Services Administration, in accordance with the procedures 
of that agency. 

SECTION 55 — PRESENTATION OF CLAIMS 

55.1 FILING REQUIREMENTS FOR CLAIMANTS 

Claims will not be considered unless presented in writing 
over the bona fide signature and address of the claimant or 
over the signature of the claimant's agent or attorney, indi- 
cated to be such by a duly executed power of attorney or 
other documentary evidence of the agent's or attorney's right 
to act for the claimant. 
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55.2 EVIDENTIARY DATA REQUIRED 

Each claim should set forth all the pertinent facts and 
details and be supported by such evidentiary data as will 
clearly establish the liability of the United States. Bare 
assertions or conclusions as to amounts due from the United 
States usually are not accorded formal consideration. 

55.3 WHERE CLAIMS SHOULD BE FILED 

Action generally will be expedited if claimants file 
their claims with the administrative department or agency 
out of whose activities the claims arose. However, a 
claimant may file a claim directly with the Claims Division, 
General Accounting Office, Washington, D.C. 20548, particu- 
larly if the applicable statutory period of limitation 
is about to expire. 

SECTION 56 — CLAIMS FOR AMOUNTS ADMINISTRATIVELY DEDUCTED 

When a deduction is made by an administrative officer 
from amounts otherwise due, reclaim, if found necessary, 
should first be filed with the administrative agency in- 
volved. If final administrative disposition of a claim 
is not satisfactory, the claim for all or any part of the 
amount deducted may be filed with the Claims Division, 

U.S. General Accounting Office, Washington, D.C. 20548. No 
form is prescribed for filing such claim, but the trans- 
action involved must be fully identified. 

SECTION 57 — STATUTORY LIMITATIONS ON FILING 
SUITS IN COURT 

46 U.S.C. 745 imposes a 2-year limitation on court ac- 
tions against the United States on maritime claims; 49 U.S.C. 
16(3) (i), 304a(8), 908(f)(5), and 1006a(8) impose a 3-year 
limitation on court actions against the United States on 
claims of carriers subject to the Interstate Commerce Act; 
and 28 U.S.C. 2401 and 2501 impose a 6-year limitation on 
court actions against the United States on other claims. 
Administrative agencies should not pay claims which are 
"time-barred" by these statutory limitations. Except 
where specific exemption has been granted by the Comptroller 
General, such claims should be forwarded to the Claims 
Division, for adjudication and settlement. If there is 
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doubt as to whether a carrier's claim is "time-barred," the 
claim should be forwarded to the Claims Division for consider- 
ation and appropriate disposition. 

SECTION 58 — STATUTORY LIMITATIONS ON FILING CLAIMS 
IN THE GENERAL ACCOUNTING OFFICE 

Subsection (1) of section 71a of title 31 U.S.C. imposes 
a 6-year limitation on the filing of claims cognizable by the 
General Accounting Office under sections 71 and 236 of title 
31 U.S.C. The filing of a claim with some other agency will 
not meet the requirements of this statute; the claim must be 
received in the General Accounting Office within 6 years 
after the date such claim first accrued. 

SECTION 59 — SUBMISSION OF CLAIMS FOR DIRECT SETTLEMENT 

Each claim submitted by a Government department or 
agency to the Claims Division, for adjudication and settle- 
ment, except those for amounts previously collected by the 
General Accounting Office, shall be accompanied in each case 
by: (1) an appropriate certification as to factual matters 

not considered by previous certifications, (2) an adminis- 
trative report as to any pertinent information not previously 
furnished the General Accounting Office, (3) a recommendation 
on the action to be taken, (4) a citation to previous payments, 
if any, by reference to disbursing office voucher number, date 
of payment, and disbursing office symbol number, and (5) a ci- 
tation to the applicable appropriation(s ) or fund(s). Admin- 
istrative reports and recommendations need not be forwarded in 
connection with claims for amounts collected by or through the 
efforts of the General Accounting Office with this exception; 
if such claims are submitted through an administrative agency, 
there should be furnished any factual data available In the 
agency which was not submitted previously to the Claims 
Division. 

Claimants should be advised by administrative agencies 
of the dates their claims actually are transmitted to the 
Claims Division for adjudication. 

Further administrative action by a department or agency 
is not required except to furnish material information subse- 
quently received or to furnish any supplemental reports re- 
quested by the General Accounting Office. 
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SECTION 60 — ACKNOWLEDGMENT OF CLAIMS AND 

INQUIRIES WITH RESPECT TO THEM 


60.1 ACKNOWLEDGMENTS 

Claimants are advised of the claim number assigned to 
each claim received in the Claims Division. 

60.2 INQUIRIES BY CLAIMANTS 

Every effort is made to adjudicate claims as soon as 
practicable, and claimants are requested to withhold 
inquiries for at least 6 months after receipt of acknowledg- 
ments from the General Accounting Office. 

SECTION 61 — BASIS OF CLAIM SETTLEMENTS 

Claims are settled on the basis of the contract of car- 
riage as evidenced by the bill of lading or other contractual 
agreement; the payment record; reports as required from a 
Government department or agency; information available in the 
General Accounting Office; and the written and documentary 
record submitted by the claimant. Oral presentations are 
not acceptable to supplement the written record. The adjudi- 
cation and settlement of claims is founded on the determina- 
tion of the legal liability of the United States under the 
factual situation disclosed by the record. The burden is on 
a claimant to establish the clear liability of the United 
States and the claimant's right to payment. 

SECTION 62— PROCESSING CLAIMS CERTIFIED FOR 
PAYMENT IN FULL OR IN PART 

62.1 FORM OF SETTLEMENT 

When it is determined that all or any part of a claim is 
proper for allowance, the amount allowed is certified in the 
Claims Division on a Certificate of Settlement, GAO Form 39, 
and a complete explanation is furnished on this form as to any 
amount disallowed. Such certificates are forwarded to the 
proper administrative agency or department for payment or 
processing through its records and for scheduling to the 
proper disbursing officer for prompt payment. 
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62.2 LIMITATION ON ADMINISTRATIVE REVIEW AND ALTERATION 
OF SETTLEMENTS 

Departments and agencies may not effect an administrative 
revision as to legality or correctness of Certificates of Set- 
tlement, GAO Form 39, covering claims certified for payment in 
full or in part by the General Accounting Office. However, 
administrative agencies and departments are authorized to 
alter Certificates of Settlement to indicate the applicable 
appropriation symbol number in use at the time of payment and 
to correct subsidiary accounting references or like informa- 
tion in connection with the appropriation or fund stated. 

No alteration may be made which will result in the pay- 
ment of the claim from a different appropriation or fund 
or in an amount other than that originally stated on the 
Certificate of Settlement. If for any reason Certificates 
of Settlement are not processed and paid promptly, they 
should be returned to the Claims Division with an explana- 
tion as to the reason for nonpayment. 

62.3 PROCESSING AND DISTRIBUTING CERTIFICATES OF SETTLEMENT 

Except as Otherwise provided below in subparagraph (2), 
Certificates of Settlement will be processed as follows; 

(1) The original and four copies will be forwarded 
to the administrative department or agency whose funds 
are to be charged. A copy of the transmittal letter 
will be promptly receipted and returned to the Claims 
Division. If the administrative office uses the voucher- 
schedule procedures outlined in 7 GAO 22, the original 
and the claimant's notice copy will be forwarded to the 
disbursing office for disposition, in accordance with 
(a) and (b) below, and the original will be scheduled 
in the same manner as other approved vouchers. If the 
voucher-schedule procedures are not used, the original 
and two copies of the certificate will be forwarded to 
the disbursing office for disposition, after payment, 
as follows; 

(a) The original will be stamped in the upper 
right-hand corner with the disbursing office vou- 
cher number and date of payment, and will be used 
to support the disbursing officer's account. 
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(b) The claimant's notice copy will be mailed 
to the payee with any check issued. 

(2) When all or part of the amount certified for 
payment is withheld by the General Accounting Office 
as a credit against a debt due the United States, addi- 
tional copies of the certificate will be supplied as 
necessary for forwarding by the disbursing officer to 
the agency whose accounts are to be credited. The 
administrative office will be responsible for the prep- 
aration of Schedule of Voucher Deductions, SF 1096, as 
required. When the full amount certified for payment is 
withheld by the General Accounting Office for applica- 
tion to a debt, the claimant's notice copy of the Certif- 
icate of Settlement will be forwarded to the claimant 
by the General Accounting Office, and when the same appro 
priation or fund is to be charged and credited, a nota- 
tion that the original is being retained in the General 
Accounting Office will be placed on the certificate. 

62.4 NOTIFICATION OF AGENCY ADDRESS 

Certificates of Settlement are forTtfarded only to one ad- 
dress in each agency, or each department or bureau thereof. 
Each agency should furnish promptly to the Claims Division 
notice of any change in the address to which Certificates of 
Settlement are to be forwarded. 

SECTION 63 — DISALLOWED CLAIMS 

When a claim is wholly disallowed, the claimant is ad- 
vised by a Settlement Certificate, GAO Form 44, which fur- 
nishes a complete explanation of the reasons for the action 
taken. One copy of the GAO Form 44 is furnished to the 
department or agency concerned at the same address to which 
Certificates of Settlement are forwarded. 

SECTION 64 — EFFECT OF GENERAL ACCOUNTING OFFICE 
CLAIM SETTLEMENTS 

64.1 FINALITY AS TO ADMINISTRATIVE AGENCIES 

Settlements issued by the General Accounting Office are 
final and conclusive upon the executive branch of the Govern- 
ment unless revised by or at the direction of the Comptroller 
General . 
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64.2 SETTLEMENTS NOT TO BE USED AS PRECEDENTS 

A General Accounting Office claim settlement of an in- 
dividual claim is not to be regarded by a department or agency 
as a precedent for the guidance of accountable or other admin- 
istrative officers as to future payments. 

SECTION 65 — REVIEW AND RECONSIDERATION OF GENERAL 
ACCOUNTING OFFICE CLAIM SETTLEMENTS 

65.1 WHO MAY OBTAIN REVIEW 

Settlements made pursuant to 31 U.S.C. 74 will be re- 
viewed (1) at the discretion of the Comptroller General 
upon the written application of (a) a claimant whose claim 
has been settled or (b) the head of the department or Govern- 
ment establishment to which the claim or account relates or 
(2) upon motion of the Comptroller General at any time. 

65.2 BASIS FOR REQUEST FOR REVIEW 

Applications for review of claim settlements should 
state the errors which the applicant believes have been 
made in the settlement and which form the basis of his/her 
request for reconsideration. 

65.3 RETURN OF CHECK OR WARRANT WITH REQUEST FOR REVIEW 

The check issued upon a settlement must not be cashed, 
but must accompany the application for review of the claim 
settlement if the amount of the check includes an item for 
which the review is applied, unless the Comptroller General 
directs otherwise. 

65.4 PROTESTS RECEIVED IN ADMINISTRATIVE OFFICES AGAINST 
GENERAL ACCOUNTING OFFICE SETTLEMENTS 

An administrative office will promptly refer the fol- 
lowing to the Claims Division, General Accounting Office; 

(1) Protests or appeals of settlements made by the 
Claims Division. 
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(2) Any additional claim, the settlement of which 
requires reconsideration of a previous settle- 
ment made by the General Accounting Office. 

The prior claim will be cited, and an additional 
administrative report will be furnished, to 
support the additional claim. 
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CHAPTER 9 — DEBT CLAIMS — GENERAL POLICIES AND 

PROCEDURES 

SECTION 66 — SCOPE AND PURPOSE OF CHAPTER 

66.1 SCOPE 

This chapter relates to debt claims by the United States. 
Special procedures applicable to specified types or classes 
of debt claims will be found in subsequent chapters of this 
title. 

66.2 PURPOSE 

The purposes of this chapter are to: 

(1) Define doubtful debt claims and outline the 
basic procedures for reporting them to the General 
Accounting Office for adjudication pursuant to section 
305 of the Budget and Accounting Act, 1921, 31 U.S.C. 

71, and title 4, chapter II of the Code of Federal 
Regulations. 

(2) Define the responsibility of administrative 
agencies for collecting amounts determined to be due 
the United States. 

(3) Establish principles to govern agency 
collection procedures. 

(4) Prescribe the procedures for reporting to 
the General Accounting Office, pursuant to section 
305 of the Budget and Accounting Act, 1921, 31 
U.S.C. 71, and title 4, chapter II of the Code of 
Federal Regulations, debts determined to be un- 
collectible through means available to the admin- 
istrative agencies. 

(5) Provide for removing administratively un- 
collectible debts from accounting records of the 
administrative agencies. 

(6) Outline the disposition which will be 
made of amounts collected by the General 
Accounting Office. 

(7) Define administrative procedures and 
responsibilities relative to the statute of 
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limitations established by Public Law 89-505, 
approved July 18, 1966, 28 U.S.C. 2415. 

SECTION 67 — DOUBTFUL DEBT CLAIMS 

67.1 DEFINITION 

Debt claims are doubtful when a person at a fully 
responsible administrative level, having final responsibility 
for deciding on the proper course of administrative action 
is uncertain as to the amount involved, the liability of 
the parties, or the action to be taken. 

67.2 REPORTING DOUBTFUL DEBT CLAIMS TO GENERAL 
ACCOUNTING OFFICE 

Doubtful debt claims over $25 should be reported 
promptly to the Claims Division for adjudication. The 
report should contain a complete statement of the facts 
and doubtful questions involved. The General Accounting 
Office will adjudicate the claims and return them with 
advice of its findings and conclusions except in cases 
involving offers to compromise doubtful debts, which may 
be acted upon or returned with instructions or advice in 
accordance with 4 CFR 103.8. Reports should be forwarded 
to: 


Claims Division 

U.S. General Accounting Office 
Washington, D.C. 20548 

67.3 SECTION NOT APPLICABLE TO NOTICE OF EXCEPTION 
CASES 

This section does not apply to cases in which the 
administrative office questions the propriety of a notice 
of exception issued by an accounting and auditing division 
of the General Accounting Office; questions in such cases 
should be resolved through appropriate contacts with the 
accounting and auditing division that issued the notice 
of exception or be presented to the Comptroller General 
for decision if necessary. 
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SECTION 68— ADMINISTRATIVE RESPONSIBILITY 
FOR COLLECTING DEBTS 

68.1 ADMINISTRATIVE RESPONSIBILITY 

The Federal Claims Collection Act of 1966, 31 U.S.C. 
951-953, places the responsibility on administrative agencies 
for collecting debts determined to be due the United States, 
which arise as a result of their activities. For debts 
v^hich do not exceed $20,000, exclusive of interest, agencies 
are authorized to compromise, terminate, or suspend collec- 
tion action. Also, this responsibility for collection 
action includes those debts which are determined to be due 
on account of illegal, improper, or incorrect payments 
shown in General Accounting Office notices of exception 
issued to certifying or disbursing officers, but the 
authority to compromise this class of claims is expressly 
j'QS 0 ]^ygd in the General Accounting Office. Further, each 
agency is responsible for cooperating and assisting in the 
collection of debts known to be due the United States 
ajfising out of the activities of other agencies, and this 
responsibility is not limited to those cases in which^ 
amounts due debtors are authorized by statute to be with- 
held and applied in liquidation of their debts. 

68.2 REQUIREMENTS FOR DISCHARGE OF ADMINISTRATIVE 
RESPONSIBILITIES 

The proper discharge of these administrative respon- 
sibilities requires that policies be adopted and pro- 
cedures developed which will 

(1) assure maximum collection results com- 
mensurate with the circumstances in each case 
and the cost entailed, 

(2) provide for suitable integration of agency 
processes with those of other agencies, but only as 
a supplement to, not as a substitute for, the 
responsible agency's actions, and 

(3) avoid unnecessary or overlapping actions, 
both in the agency's internal processes and in 
terms of the total actions on behalf of the United 
States. 
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68.3 DEVELOPMENT OF ADMINISTRATIVE PROCEDURES 

Each agency will develop a program and internal 
procedures governing efforts to recover amounts due the 
United States, consistent with the provisions of title 
, chapter II of the Code of Federal Regulations and the 
general requirements prescribed in 4 GAO 69. 


SECTION 69 — PRINCIPLES FOR AGENCY 
COLLECTION PROGRAMS 


69.1 BASIC PRINCIPLES 

To be effective, agency debt-collection programs must 
be comprehensive, vigorous, and uniformly applied in 
principle. Consistent with the circumstances in different 
types of cases, they should provide for timely, forceful, 
and persistent action to collect from the individual payee, 
recipient, or other person or entity legally liable for pay 
ment of the debt. The programs should be designed to lead 
to the earliest practicable conclusion of administrative 
effort to effect collection# 

69.2 COLLECTION METHODS 


Debt collection procedures should provide for the use 
reasonable means of collection available to the ad- 
ministrative agencies, consistent with the debtor's ability 
to pay and with good business practices — procedures such 


(1) Timely and aggressive demands describing the 

debt. 

(2) Efforts to locate the debtor. 

(3) Setoff, when appropriate, of amounts due 
indebted contractors under the agency's contracts. 

(4) Application of the procedures prescribed in 
chapter 10 of this title for setting off amounts due 
indebted contractors under contracts with other 
agencies. 

(5) Setoff of amounts due individuals when 
authorized by law, with particular reference to 
the withholding authority in 5 U.S.C. 5511-5514, 

5705, and 5724(f). 
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(6) Recjuests to other agencies for cooperation in 
collecting debts from persons who are in their employ 
or service or who are otherwise currently receiving 
payments from them. 

Provision should be made for businesslike safeguards to 
preclude duplicate collection action. 

69.3 POINTS OF DIMINISHING RETURNS 

Administrative collection procedures should provide 
for the establishment and observance of realistic points of 
diminishing returns, applicable equally to notice of excep- 
tion cases and to other debts, beyond which further collec- 
tion efforts by the agency are not justified. In estab- 
lishing such points, consideration should be given to 
estimated or actual recovery rates in relation to 

(1) the costs of the different types of actions, 

(2) the size of the debt, and 

(3) the apparent possibilities of collection 
through the agency's efforts and those of other 
agencies. 

SECTION 70 — ADMINISTRATIVELY UNCOLLECTIBLE DEBTS 

70.1 GENERAL RULES FOR REPORTING UNCOLLECTIBLE 
DEBTS TO THE GENERAL ACCOUNTING OFFICE 

Debts that cannot be collected in full by agency 
collection efforts in accordance with 4 CFR 102 should 
be compromised, suspended, or terminated in accordance with 
4 CFR 103 and 104 or reported to the General Accounting 
Office in accordance with 4 CFR 105 for further collection 
action. As a general rule, since agencies are required to 
take all reasonable collection actions short of legal action 
(including attempts to locate the debtor and determine 
ability to pay), the determination as to whether or not a 
debt should be forwarded for further collection action should 
be governed by the potential for collection through legal 
action. 

The following guidelines should assist agencies in 
evaluating the potential for legal action: 
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a. DEBT SIZE; Debts amounting to less than 
$600 should not be referred for enforced collection, 
except where a significant enforcement policy is 
involved . 


b. ABILITY TO PAY; Legal action ordinarily will 
require evidence that (1) the debtor has assets that 
may be realized upon or (2) family income is sufficient 
to repay. The following rule of thumb should be 
applied to income; 

Rural area — Refer for further collection 
action if there is annual income of at 
least $7,500 for the first member of the 
family and $500 for each additional 
member. 

Urban area — Refer for further collection 
action if there is annual income of at 
least $8,500 for the first member of the 
family and $500 for each additional family 
member. 

70.2 EXCEPTIONS TO THE GENERAL RULES 

a. DEBTORS INVOLVED IN BANKRUPTCY PROCEEDINGS. When 
notice is received that a debtor is involved in bank- 
ruptcy proceedings, the procedures prescribed in chapter 
15 of this title shall be followed. 

b. DEBTORS DISCHARGED IN BANKRUPTCY. A debt shall not 
be reported, regardless of amount, when it is known that the 
debtor has been discharged in bankruptcy, and that the 
amount due the United States was listed in his schedule of 
debts, provided no question of fraud is involved. 

c. DEBTS OF CORPORATIONS. Debts of a corporation 
shall not be reported, regardless of amount, when all of 
the following conditions are present; 

(1) When it is known that the debtor corporation 
has been dissolved. 

(2) When it is known that there are no corporate 
assets from which collection can be made. 

(3) When the whereabouts of the officers and 
directors of the corporation are unknown. 
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d. DECEASED DEBTORS. An effort should be made to 
ascertain whether the decedent left an estate, through in- 
quiries to relatives, representatives, or clerks of probate 
courts. Debts should not be reported, regardless of amount, 
when positive evidence shows the decedent left no estate. 
Agencies should never file a formal proof of claim in estate 
proceedings, but should promptly report to the General 
Accounting Office cases requiring such action, in accordance 
with subsection 70.1. 

e. DEBT MATTERS CLOSED BY THE DEPARTMENT OF JUSTICE. 
(1) Debts arising out of damage to or loss of Government 
property due to tortious acts, including the negligent 
operation of privately owned vehicles and trespass on 
Government lands, buildings, or projects, as specifically 
covered in chapters 12 and 13 of this title, and (2) debts 
which may have been referred to the Department of Justice 
otherwise for consideration need not be reported. 

f. SPECIFICALLY EXCEPTED CLASSES OF DEBTS. Debts 
shall not be reported when specifically excepted from the 
general reporting requirements by the Comptroller General 
or by the Claims Division, acting pursuant to delegated 
authority. Specific exceptions will continue in effect 
until specifically withdrawn. The exception of a class of 
cases will not prohibit an agency from reporting individual 
cases of that class if it appears under the circumstances 
in a particular case that the General Accounting Office 
may be able to effect collection. When transmitting an 
excepted case, the reason for reporting the debt should 

be included in the administrative report. 

70.3 REPORTING DEBTS DUE GOVERNMENT CORPORATIONS 

While debts due Government corporations are generally 
not required to be reported to the Claims Division, such 
debts may be reported for further collection proceedings, 
within the limitations and subject to the procedures pre- 
scribed in this section, when exhaustive efforts to collect 
have been unsuccessful and the corporation has reason to 
believe they may be collected by the General Accounting 
Office through means available to it. 

70.4 FORM AND CONTENT OF ADMINISTRATIVE REPORTS 

The reports of administratively uncollectible debts 
to the Claims Division shall conform in all respects with 
the requirements of 4 CFR 105 and shall be reported in 
the following manner; 
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(1) They shall be reported by individual 
administrative reports containing the debtor's full 
name and current address. If more than one party is 
liable for the debt and the current address of any 
psjrty is unknown^ the report will include a listing 
of the prior known addresses of such party and a 
statement of the steps taken to locate him. 

(2) The debtor's service, serial, or other 
identifying number must be shown if the debt arose 
as a result of service in the Armed Forces; it shall 
be shown in connection with other debts also for pur- 
poses of identification, when available in the files 
of the reporting agency. 

(3) The debtor's date of birth and social security 
number shall be shown, if known. For business firms, 
the employer's identification number (EIN), which 
corresponds to the social security number of an 
individual, shall be shown if obtainable. 

(4) The reports shall contain a complete state- 
ment of the facts and computations which are pertinent 
under the laws and regulations on the basis of which 
the debt was administratively determined. 

(5) The actions taken to collect or compromise 
the indebtedness, required by 4 CFR 105.4, shall 

be summarized. 

(6) Reasonably current credit information 
(obtained within the last 6 months) will accompany 
the report. 

(7) The report shall also contain citations to the 
dpplicable laws, regulations, contracts, vouchers, and 
checks. 

(8) Also included should be copies of any corres- 
pondence betweeen the debtor and the administrative 
office when the debtor has requested an explanation 

or questioned the amount of the debt or his liability. 

(9) Copies of the documents should be included, 
which would establish the Government's position on 
issues raised by the debtor, when he has disputed or 
continues to dispute a material fact or facts after 
detailed explanation to him. 
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(10) Reports relating to debts of persons known 
to be currently employed by the Government or serving 
in the uniformed services should include information 
showing the action taken to recover the amount through 
the agency in which the debtor is employed or serving 
and the results thereof. 

(11) The reports shall include the date the debt 
first accrued, the date of any partial payments, and 
copies of any correspondence which might be construed 
as written acknowledgment of the debt. This informa- 
tion is necessary to determine the applicability of 
the statute of limitations (28 U.S.C. 2415), which 

is explained more fully in section 72 of this title. 

70.5 WHERE ADMINISTRATIVE REPORTS SHOULD BE SENT 

Reports of administratively uncollectible debts shall 
be forwarded to the General Accounting Office as follows: 

(1) Except as otherwise provided below, debts 
shall be reported to: 

Claims Division 

U.S. General Accounting Office 
Washington, D.C. 20548 

(2) Debts which are the subject of General Account- 
ing Office notices of exception, remaining outstanding 
in the accounts of accountable officers, shall be 
reported to the General Accounting Office as provided 

in (1) above, but these reports shall be forwarded 
through the General Accounting Office audit activity 
which issued the exception. 

The provisions of subparagraph (2) do not apply, however, 
when it is known that the debtor is involved in bankruptcy 
proceedings. In these cases action will be taken as directed 
in chapter 15 of this title. 

70.6 ADMINISTRATIVE ACCOUNTING FOR UNCOLLECTIBLE DEBTS 

(1) Administrative agencies shall write off as un- 
collectible, receivables which are determined to be uncoll- 
ectible through the means available to them. This action 
will leave under accounting control only those debts upon 
which collection efforts have been temporarily suspended 
or are being pursued, including debt matters referred 
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CLAIMS SUBSEC. 70.6 


directly to the Department of Justice, until advice is 
received that the Department has closed its file in the 
matter. All administratively uncollectible items, and 
those on which collection action has been terminated pur- 
suant to 4 CFR 104.3, shall be recorded in a manner 
sufficient to support the writeoff, even though they are 
not required to be reported to the General Accounting Office 
for further collection action pursuant to subsection 70.1 
of this section. No further control and collection effort 
by the administrative agency is required except in those 
instances where agencies are advised that a debtor is 
presently employed or serving in the reporting agency, in 
which event the debt should be reestablished on the agency 
records and collection action resumed. However, this does 
not preclude the agency from maintaining an administrative 
(as opposed to an accounting) record of those debts which, 
because of the relationship of the debtor to the agency, 
might at some future time become collectible through setoff 
of amounts becoming due the debtor from the agency. 

(2) Surety bonds are no longer required for civilian 
employees or military personnel serving as accountable 
officers. Where it is necessary to adjust the account of 
an accountable officer because of loss due to the fault 
or negligence of such officer, and the head of the agency 
determines that the amount of the loss is uncollectible, 
the appropriation available for the expense of the accounting 
functions should be charged. Such adjustment will have no 
effect on the employee's personal liability. (Sections 
101 and 102, Public Law 92-310, 86 Stat. 201, 31 U.S.C. 

1201 , 1202 .) 

70.7 COLLECTIONS BY ADMINISTRATIVE AGENCIES AFTER REPORT 
TO THE GENERAL ACCOUNTING OFFICE OR THE DEPARTMENT 
OF JUSTICE 

The General Accounting Office should be notified 
immediately when collections are made or contemplated for 
application to debts previously reported to this Office 
for further collection action except (1) when the col- 
lections are accomplished under the Hold-up List pro- 
cedures set forth in chapter 10 of this title and (2) when 
the agency forwarding the debt has received notice from 
this Office that collection action on the involved debt 
has been discontinued and the files have been closed. 

However, if such notice discloses that a judgment was 
obtained, the Claims Division should be advised immediately 
when administrative collections for application to the 
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SUBSEC. 72.1 


CLAIMS 


iudqment debt are made or contemplated. This action is 
necessary so that the General Accounting Office may continue 
to maintain appropriate records of unpaid judgment debts, 
including interest and court costs, when proper, and co- 
ordinate the information with the Department of Justice. 

Also, when an agency or department has referred ^ 
directly to the Department of Justice or a U.S. attorney, 
the Department or Attorney should be notified immedia e y 
when administrative collections for application to the 
debt are made or contemplated. 

SECTION 71 — DISPOSITION OF COLLECTIONS 

MADE BY GENERAL ACCOUNTING OFFICE 

71.1 DISPOSITION OF REMITTANCES 

Collections made by the Claims Division will be de- 
posited into the Treasury by this Office. Collections 
properly creditable to trust or deposit funds will be de- 
posited to the credit of the appropriate fund account. 

Other collections will be deposited as miscellaneous 
receipts. 

71.2 NOTICE TO ADMINISTRATIVE AGENCIES 

Administrative agencies will not be notified of 
collections which are deposited as miscellaneous receipts. 

If deposit is made to the credit of a trust or deposit fund 
account, a copy of the certificate of deposit will be 
furnished the recipient agency for accounting control pur- 
poses. 

The administrative agency also will be notified (D of 
the final collection action on items included in the Hold 
UP List and (2) of final collection of debts which are the 
subject of notices of exception for which the accountable 
officer has not been relieved of responsibility. 

SECTION 72— APPLICATION OF THE STATUTE OF LIMITATIONS 
72.1 STATUTORY LIMITATIONS ON DEBT CLAIMS 

Public Law 89-505, approved July 18, 1966, 28 U.S.C. 
2415, provides with certain exceptions, that every action 
for the recovery of money erroneously paid to 
of any civilian employee of any agency of the United States, 
or to or on behalf of any member or dependent of any member 
of the uniformed services of the United States, incident to 
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SUBSEC. 72.1 


the employment or services of such employee or member, shall 
be barred unless the complaint is filed within 6 years after 
he right of action (the right to begin and prosecute an 
action in the courts) accrues. The law also provides that 
every action for money damages brought by the United States 
or an officer or agency thereof, which is founded upon any 
contract, express or implied in law or fact, shall be barred 
unless the complaint is filed within 6 years after the right 
of action accrues or within 1 year after final decisions 
have been rendered in applicable administrative proceedings 
required by contract or by law, whichever is later. In the 
event of later partial payment or written acknowledgment 

right of action is deemed to accrue again 
^ time of each such payment or acknowledgment. In 
addition, the statute provides, with certain exceptions, 
that every action for money damages, brought by the United 
States or an officer or agency thereof, which is founded 
upon a tort shall be barred unless complaint is filed 
within 3 years after the right of action first accrues. 

72.2 ADMINISTRATIVE RESPONSIBILITY UNDER THE STATUTE 


(1) It is incumbent upon all administrative agencies 
to be familiar with the provisions of the statute 
of limitations, including the exceptions and ex- 
clusions to the general definition in 72.1. 


(2) Care should be exercised during the processing 
of all debt claims to prevent the expiration of 
the statute. Cases should be considered for 
^i^i9^hion prior to the earliest barring date 
which might apply. Any case in which the 
statute of limitations may expire before being 
sent to the Department of Justice should be 
carefully examined for a reasonable basis for 
using a later date, for considering the claim 
under other statutory authority, or for applying 
one or more of the exclusions covered in 28 U.S.C. 
2416. Cases in which doubt exists regarding the 
statute of limitations should be sent to the 
General Accounting Office for consideration. 

(3) Cases forwarded to the General Accounting 
Office should be forwarded at least 1 year before 
the expiration of the statute of limitations. 
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CLAIMS 


(4) Cases forwarded directly to the Department of 
Justice should be forwarded at least 6 months 
prior to the expiration of the statute of 
limitations. 

(5) In their collection process, agencies should allow 
time for full compliance with the collection pro- 
cedures and requirements prescribed in 4 CFR 
101-105 and this title. Any omission of these 
requirements will be limited to those cases in 
which the date is imminent on which suit will be 
barred. 
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SEC. 


CHAPTER 10 — CONTRACT DEBT PROCEDURES 
SECTION 73 — SCOPE AND PURPOSE OF CHAPTER 

73.1 SCOPE 

This chapter relates to debts arising out of contracts 
with the United States, except debts arising out of freight 
and passenger transportation services furnished for the 
account of the United States or exclusive of cases involving 
fraud or bankruptcy. 

73.2 PURPOSE 

The purpose of this chapter is to prescribe procedures 
for withholding amounts due indebted contractors, under 
contracts with agencies other than the creditor agencies, 
for application against the debts of the contractors. 

SECTION 74 — APPLICABILITY OF GENERAL 
POLICIES AND PROCEDURES 

The provisions of chapter 9 of this title covering th 
policies, principles, and procedures applicable to debt 
claims generally are applicable to debts arising out of 
contracts with the United States. The procedures prescribed 
in this chapter are one means available for collecting con- 
tract debts when attempts to secure cash settlements have 
been unsuccessful. Withholding or setoff should not be 
made in contravention of the rights of assignees under the 
Assignment of Claims Act of 1940, as amended, 31 U.S.C. 

203, 41 U.S.C. 15. 

SECTION 75 — LIST OF INDEBTED CONTRACTORS 
(HOLD-UP LIST) 

The Commander, U.S. Army Finance and Accounting Center, 
Attn: FINCY-AB, Indianapolis, IN 46249, maintains a list 

of contractors indebted to the United States, commonly 
referred to as the Hold-up List. The Department of the Army 
has consented to include on the Hold-up List the names of 
contractors indebted to other departments and agencies when 
the debts are reported by the creditor agencies for inclusion 
on the list. The Department of the Army will circularize 
the Hold-up List to all participating agencies with the 
understanding that only as many copies of the list shall 
be prepared and distributed as will most effectively 
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SUBSEC. 76.3 


CLAIMS 


accomplish the desired result without undue additional cost. 
The purpose of listing indebted contractors and circulariz 
ing the list is to put all contracting agencies of the 
Government on notice of debts arising under contracts with 
other agencies f so amounts due the indebted contractors 
may be withheld for application against the debts. 

SECTION 76 — PROCEDURES FOR WITHHOLDING 

AMOUNTS DUE INDEBTED CONTRACTORS 

76.1 DIRECT REQUEST BY CREDITOR AGENCY FOR WITHHOLDING 

If an agency to which a contractor is indebted knows 
that the debtor contractor has a payment due from another 
agency, it will request that agency to withhold from the 
debtor contractor and remit to the creditor agency an amount 
sufficient to cover the indebtedness. When making the 
request, the creditor agency should state how it prefers 
the remittance check to be drawn. 

76.2 REPORTING DEBTS TO DEPARTMENT OF THE ARMY FOR 
INCLUSION ON THE HOLD-UP LIST 

Agencies should fully utilize the Army’s Hold— up List 
in collecting debts from contractors as provided in 4 CFR 
102.3. Reports to the Army of debts to be listed should 
show, if available, the employer's identification number (EIN) 
v/hich is used on tax returns, as well as the name and 
address of the contractor. 

Contract debts which are not collected through this 
means or other available sources and which cannot be com- 
promised, terminated, or suspended should be determine^ 
administratively uncollectible and reported to the Claims • 
Division as provided in 4 GAO 70. At the time debts are 
reported to the General Accounting Office, the creditor 
agency will inform the Commander, U.S. Army Finance and 
Accounting Center, that the debts have been reported to 
the General Accounting Office. Information that a debt 
has been referred to the General Accounting Office should 
be included in the listing by the Department of the Army. 

No item of less than $200 shall be reported to the 
Department of the Army for inclusion on the list. 

76.3 WITHHOLDING AMOUNTS DUE CONTRACTORS 

a. FOR APPLICATION TO DEBTS NOT REPORTED TO THE GENERAL 
ACCOUNTING OFFICE. When the debt has not been reported to 
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SUBSEC. 76.3 


the General Accounting Office, the paying agency will cause 
checks covering amounts to be withheld for application to 
a contract debt due another agency to be drawn payable in 
the alternative either to" [contractor *s name] or Treasurer 
of the United States” or to "[contractor's name] or [name of 
the creditor agency] " depending on the preference of the 
creditor agency. If the setoff involves more than one credi- 
tor agency, a check will be drawn to cover each indebtedness. 
The checks will be transmitted to the creditor agency with 
a statement sufficient to identify the debt against which 
they are to be applied. At the same time the agency making 
the payment will notify the indebted contractor of the action 
taken. If the amount due the contractor exceeds the amount 
due the United States, an additional check for the balance , 
due will be drawn in favor of and forwarded directly to the 
contractor . 

b. FOR APPLICATION TO DEBTS REPORTED TO THE GENERAL 
ACCOUNTING OFFICE. When the debt has been reported to the 
Claims Division, the paying agency will cause checks covering 
amounts to be applied against a contract debt to be drawn 
payable to "[contractor's name] or U.S. General Accounting 
Office." If the setoff involves more than one creditor 
agency, a check will be drawn to cover each indebtedness. 

The checks will be transmitted to; 

Claims Division, 

U.S. General Accounting Office, 

Washington, D.C. 20548, 

with a statement sufficient to identify the debts against 
which they are to be applied. At the same time, the agency 
making the payment will notify the indebted contractor and the 
creditor agency of the action taken. If the amount due the 
contractor exceeds the amount due the United States, an addi- 
tional check for the balance due will be drawn in favor of 
and forwarded directly to the contractor. 

76.4 DISPOSITION OF WITHHOLDING CHECKS BY GENERAL 
ACCOUNTING OFFICE 

When the Claims Division receives a check in liquidation 
of an item on the Hold-up List, it will take the following ac- 
tion. 


(1) If the full amount of the check is due the 
United States, it will be deposited to the proper 
account . 
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CLAIMS 


(2) If only a portion of the check is found to be 
due the United States, that portion will be deposited to 
the proper account and the balance will be paid to the 
contractor. 

(3) If the debt was previously liquidated and no 
portion of the check is due the United States, the check 
will be transmitted to the contractor. 


SECTION 77 — REVISION OR REMOVAL OF ITEMS 
ON THE HOLD-UP LIST 

77.1 NOTICE TO DEPARTMENT OF THE ARMY OF COLLECTIONS 

AFFECTING DEBTS ON THE HOLD-UP LIST 

a. RESPONSIBILITY OF CREDITOR AGENCY. The creditor 
agency will furnish appropriate advice to the U.S. Army 
Finance and Accounting Center relating to collections or with- 
holdings made for application to debts which it has reported 
to that office for inclusion on the Hold-up List, except final 
collections made by the General Accounting Office, so the 
list may be revised. 

b. RESPONSIBILITY OF GENERAL ACCOUNTING OFFICE. The 
Claims Division will notify the U.S. Army Finance and Accoun- 
ting Center when it has taken final collection action or 
determined that further collection action is unwarranted, in 
cases which have been reported to the General Accounting Of- 
fice and which appear on the Hold-up List, and will furnish 
copies of the notices to the creditor agencies for their 
information. The U.S. Army Finance and Accounting Center 

remove these cases from the Hold-up List on the basis 
of notice from the General Accounting Office without further 
direction from the creditor agencies. 

77.2 REMOVING DEBTS OF LESS THAN $1,000 FROM THE HOLD-UP 

LIST, REGARDLESS OF COLLECTION 

Agencies reporting the names of indebted contractors 
for the Hold-up List shall cause such names to be removed 
from the list when the debts are less than $1,000 and the 
names have appeared thereon for 12 months following the date 
the debts were reported to the General Accounting Office. 

This action should be taken even though the debts have not 
been collected. However, items of less than $1,000 may be 
retained on the list for a longer period when the facts and 
circumstances warrant. Participating departments and agencies 
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shall screen the Hold“up List periodically for the purpose 
of removing items of less than $1,000 or reinstating such 
Items upon proper request therefor. 
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CHAPTER 11 — DUAL COMPENSATION DEBT PROCEDURES 
SECTION 78 — SCOPE OF CHAPTER 

This chapter relates to debts arisirig out of the receipt 
of compensation from the United States^ including Government- 
owned or controlled corporations ^ or from the government of 
the District of Columbia, in violation of any provision of 
law prohibiting or restricting the receipt of dual compensa- 
tion. 


SECTION 79 — APPLICABILITY OF GENERAL 
POLICIES AND PROCEDURES 

The general policies, principles, and procedures pre- 
scribed in chapter 9 of this title apply to dual compensation 
debts, emphasizing that timely collection efforts are desir- 
able. As a collection procedure, a creditor agency should 
contact the debtor's employing agency, or the agency from 
which he is receiving retired pay, and request assistance 
in collecting by voluntary setoff, as provided in 4 CFR 
102.3. The exceptions to the requirement that administra- 
tively uncollectible debts be reported to the General Accoun- 
ting Office, contained in 4 GAO 70.1 and 70.2, apply to the 
reports referred to in both subsections 81.2 and 81.3 of 
this chapter. 

SECTION 80— ADMINISTRATIVE RESPONSIBILITY 
WHEN MORE 

THAN ONE AGENCY IS INVOLVED 

80.1 DETERMINING AMOUNT OF DEBT AND CREDITOR AGENCY 

When more than one department or agency is involved 
in a dual compensation debt, the department or agency dis- 
covering the existence of such debt will determine by con- 
tact with the other agency, as may be necessary, (1) the 
amount of the debt and (2) the creditor agency. 

80.2 RESPONSIBILITY FOR COLLECTING DEBT 

It will be the responsibility of the creditor agency 
to pursue the necessary collection action and make such 
reports to the General Accounting Office as may be required. 
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SEC. 81 


SECTION 81 — REPORTING DUAL COMPENSATION DEBTS 
TO THE GENERAL ACCOUNTING OFFICE 

81.1 STATUTORY LIMITATION ON COLLECTION OF DUAL 
COMPENSATION DEBTS 

The act of August 28, 1954, 31 U.S.C. 237a, provides: 

"The United States waives all claims against any 
person arising out of the receipt by such person of com- 
pensation from the United States including Government 
owned or controlled corporations or from the government 
of the District of Columbia in violation of any provi- 
sion of law prohibiting or restricting the receipt of 
dual compensation, which has not been reported to the 
General Accounting Office for collection within six 
years from the last date of any period of dual compen- 
sation." (Underscoring supplied.) 

81.2 REPORTING DUAL COMPENSATION DEBTS TO GENERAL ACCOUNTING 
OFFICE WITHIN PRESCRIBED TIME PERIOD 

The creditor agency will be responsible for reporting 
dual compensation debts, discovered administratively, to the 
Claims Division for collection before the expiration of the 
6-year limitation period set forth in 31 U.S.C. 237a. Debts 
which cannot be determined to be administratively uncollect- 
ible and reported pursuant to 4 GAO 70 within the 6-year 
period should be reported on agency forms similar in format 
to appendix A, before the expiration of the period. These 
special reports may be made at any time before the 6-year 
period expires, but not before determination of the precise 
amount of the debt. They should be submitted in quadru- 
plicate to; 


Claims Division 

U.S. General Accounting Office 
Washington, D.C. 20548. 

The original and one copy will be retained by the General 
Accounting Office and the other two copies will be receipted 
and returned to the forwarding agency. 

The administrative agency need not make the special 
report referred to above when a written notice of a dual 
compensation debt which had not been detected by the adminis- 
trative office is received from an accounting and auditing 
division of the General Accounting Office. In such cases. 
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CLAIMS 


General Accounting Office auditors will execute any reports 
that may be required. Two receipted copies of forms prepared 
by the auditors will be furnished to the creditor agency con- 
cerned. 

81.3 REPORTING ADMINISTRATIVELY UNCOLLECTIBLE DUAL 

COMPENSATION DEBTS TO THE GENERAL ACCOUNTING 

OFFICE 

When a dual compensation debt is reported to the General 
Accounting Office as administratively uncollectible pursuant 
to 4 GAO 70r the usual agency forms, if any, prescribed for 
that purpose should be used. If receipted copies of the 
special report form— —similar to that shown in appendix A to 
this chapter — have been forwarded to the agency, one copy 
should accompany the report of uncollectibility. Debts 
should not be reported to the General Accounting Office as 
uncollectible when the debtor is making regular installment 
payments. However, such debts may be reported if install- 
ment payments are discontinued by the debtor and not resumed 
within a reasonable time. 

81.4 DOUBTFUL CLAIMS 

All cases in which doubt exists as to whether there has 
been a violation of a law prohibiting or restricting the 
receipt of dual compensation should be reported immediately 
to the Claims Division for adjudication. The General Accoun- 
ting Office will adjudicate the claims and return them with 
its findings and conclusions, unless the report states that 
the claims have been determined administratively uncollectible 
at the time of reporting. If it is determined that there is 
no debt, the reporting agency will be notified. The special 
report forms patterned after appendix A to this chapter should 
not be used for reporting doubtful cases. 
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APPENDIX A 


CLAIMS-GENERAL 
TITLE 4 


CHAPTER 10 

appendix a 


REPORT OF INDEBTEDNESS RESULTING FROM DUAL COMPENSATION 


To; daims Division 

U^, General Accounting Office 
Washington. D.C* 20648 


The individual named below has been determined to be indebted to the United States by 
reason of having received dual compensation in contravention of appUcable statutes. The 
ii reported for collection in conformance with the provisions of the act of 

August 28.1954,31 U.5.C. 237a, to preclude any possibility of voiding collection action after 
six years from the last date of the period of dual oompensaticxi. 


Name of debtor 


Date of birth 


Address of debtor 


Period of dual compensation 


Amount of debt 


Agencies involved: 


Remarks; 


Signed 

Title 

Reporting Agency 


1st Indorsement to Reporting Agency 


The General Accounting Office hereby acknowledges receipt, for collection, of the 
report of indebtedness of the above-named debtor. Consistent with the provisions of 
Chapter 9, Title 4 of the GAO Manual, this Office discharges its responsibilities for the 
recovery of amounts due the United States by utilizing the collection facilities of the various 
agencies to the maximum extent whenever such use seems to be in the interest of efficiency 
and economy. Therefore, you are requested to take appropriate collection action and to 
return the case here only if your collection efforts are unsuccess liiL A copy of this form 
must be returned when and if this debt is reported to this Office as uncoUectible. 


Signed 

Title 

U.S, General Accounting Office oate 
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CHAPTER 12 — DAMAGE TO OR LOSS OF GOVERNMENT 
PROPERTY DUE TO TORTIOUS ACTS — DEBT PROCEDURES 

SECTION 82 — SCOPE AND PURPOSE OF CHAPTER 


82.1 SCOPE 

This chapter relates to claims by the United States 
which arise out of damage to or loss of Government property 
due to tortious acts, including negligently operating privately 
owned vehicles and trespassing on Government lands, buildings, 
or projects. The procedures prescribed in this chapter do 
not apply to: 

(1) Claims involving damage to Government property 
by carriers or other damage arising out of the trans- 
portation of property for the account of the United 
States. Such claims will be handled in accordance with 
chapter 13 of this title. 

(2) Claims involving accountability for the loss of 
public property entrusted to officers and agents of 

the Government within the meaning of the act of March 29, 
1894, as amended, 31 U.S.C. 89, 90. (See 4 GAO 95.) 

(3) Reports of survey pertaining to the loss, spoil- 
age, destruction of, or damage to property of the United 
States under the control of the Department of the Army 

as contemplated by the act of October 30, 1941, as 
amended, 10 U.S.C. 4835, and reports of survey pertaining 
to the loss, spoilage, destruction of, or damage to 
property of the United States under the control of the 
Department of the Air Force as contemplated by the. act 
of October 11, 1951, 10 U.S.C. 9835. 

(4) Any similar claims the disposition of which is 
governed by statute. 

82.2 PURPOSE 

The purpose of this chapter is to provide 

(1) for the referral by administrative agencies 
of certain debts, which arise out of tortious acts, 
directly to the Department of Justice (either to the 
Washington Office or to the United States attorneys 
when authorized by that Department) and 
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SEC. 83 


(2) for the removal of tort debts from the accounts 
receivable of administrative agencies when collection 
action is discontinued. 

SECTION 83 — REFERRING DEBT CLAIMS WHICH 

ARISE OUT OF TORTIOUS ACTS DIRECTLY 
TO DEPARTMENT OF JUSTICE 

83.1 DIRECT REFERRAL OF TORT DEBTS TO DEPARTMENT OF JUSTICE 

Except as provided herein, administratively uncollectible 
debt claims within the scope of this chapter should be re- 
ferred directly to the Department of Justice (either to the 
Washington Office or to the U.S. attorneys when authorized 
by that Department) . 

Tort claims within the scope of this chapter will not 
be reported to the Claims Division. 

83.2 EXCEPTIONS 

The debt matter need not be reported to the Department 
of Justice if it is administratively determined that crimina:* 
action is not warranted when 

(1) the amount of the debt is less than $600, or 

(2) the record clearly shows the debtor is unable 
to pay, or 

(3) the debtor cannot be located. 

83.3 CONTENT OF REPORTS TO DEPARTMENT OF JUSTICE OR 
UNITED STATES ATTORNEYS 

Reports of cases referred to the Department of Justice 
or the U.S. attorneys in accordance with subsection 83.1 above 
shall conform in all respects with 4 CFR 105 and, to the 
extent appropriate, will be supported by: 

(1) All pertinent evidence available. 

(2) The names and locations of the parties in 
interest. 

(3) The names and locations of any parties who may 
have knowledge of the facts. 


4-76 


Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 


I 



Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 


SEC. 84 


CLAIMS 


(4) The name and address of the insurance company 
involved, if any. 

(5) Evidence of financial ability to pay for the 
damage if judgment is obtained, if the party or parties 
against whom claim is being asserted are not insured. 

SECTION 84 — REMOVAL OF TORT DEBTS FROM 
ACCOUNTS RECEIVABLE OF 
ADMINISTRATIVE AGENCIES 

The administrative agencies will remove debts which 
are within the scope of this chapter from their accounts 
receivable when 

(1) cases are closed by the Department of Justice 
or the U.S. attorneys for any reason and without regard 
to whether collection has been accomplished, or 

(2) it is administratively determined that collec- 
tion action should be discontinued on cases which are not 
required to be reported to the Department of Justice 

or the U.S. attorneys in accordance with 4 GAO 83.2. 
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CHAPTER 13 — CLAIMS BY THE UNITED STATES RELATING TO 
LOSS OF OR DAMAGE TO SHIPMENTS 

SECTION 85 — TIME LIMITATION FOR REFERRING CLAIMS 

85.1 ONE-YEAR LIMITATION 

A 1-year limitation applies on court actions against 
ocean carriers for loss of or damage to shipments. See 46 
U.S.C. 1301, 1303(6). 

85.2 TWO-YEAR LIMITATION 

A 2-year limitation applies on court actions against 
air carriers for loss of or damage to international ship- 
ments. (See article 29 of the Warsaw Convention — 49 Stat. 
3000. ) Written notice of damage must be furnished carriers 
within 7 days from the date of receipt in the case of baggage 
and within 14 days from the date of receipt in the case of 
cargo (or 21 days for delayed shipments) . Failure to comply 
in the time specified for notification of damage precludes 
action against the carrier to recover damage claims. (See 
article 26 of the Warsaw Convention. ) 

Where the Warsaw Convention is not controlling, written 
notice of loss or damage must be given the carriers within 
the period prescribed in international air tariffs. 

SECTION 86 — LOSS AND DAMAGE DEBTS DETERMINED BY 
ADMINISTRATIVE AGENCIES TO BE DUE 
THE UNITED STATES 

86.1 SPECIAL COLLECTION PROCEDURE FOR LOSS OR DAMAGE DEBTS 

RELATING TO INTERNATIONAL SHIPMENTS BY OCEAN AND 

INTERNATIONAL AIR CARRIERS 

When a loss or damage, for which the carrier is adminis- 
tratively determined to be liable, has occurred on an inter- 
national ocean or air shipment, effort should be made to 
withhold an amount sufficient to reimburse the Government 
for the loss or damage from the carrier's bill covering 
charges for the transportation or related services on the 
same shipment. If this is not possible, the withholding 
should be made from a payment due the carrier on an unrelated 
account. Notice of such withholding to the carrier should 
request the carrier's consent to the action; if such consent 
is not given, or the indebtedness is not otherwise compro- 
mised or withdrawn pursuant to section 68, the matter should 
be referred to the Department of Justice at least 90 days 

4-78 


Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 



Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 


SUBSEC. 86.4 


before the expiration of the 2-year period in article 29 of 
the Warsaw Convention, 49 Stat. 3000, concerning international 
air carriers, or the 1— year period in 46 U.S.C. 1303(6) 
(Carriage of Goods by Sea Act), concerning ocean carriers 
in foreign commerce. Such referral is necessary in order 
that the Department may have time to consider the need for 
suit to reduce the Government's claim to judgement. 

86.2 DEBTS DETERMINED TO BE ADMINISTRATIVELY UNCOLLECTIBLE 

Loss and damage claims by the United States which cannot 
be collected, compromised, suspended, or terminated in accor- 
dance with 4 CFR 102, 103, and 104 should be determined 
uncollectible and reported to the General Accounting Office 
or the Department of Justice for appropriate action. The 
Claims Division at its option, may return any claim referred 
to it by the administrative agency, for lack of compliance 
with the provisions of 4 CFR 101-105, or the guidelines 
herein. 

Administrative agencies will cease collection action 
when reporting loss and damage claims to the Claims Division. 
If an agency has placed the name of a carrier debtor on the 
Hold-up List of the Department of the Army, the agency will 
inform the Army Finance and Accounting Center that the debt 
has been referred to the General Accounting Office. 

86.3 DEBTS REQUIRED TO BE REPORTED TO THE CLAIMS DIVISION 

(1) Every uncollected debt for which notice is received 
that a debtor is involved in bankruptcy, insolvency, 

or reorganization proceedings should be forwarded imme- 
diately to the Claims Division, except that when a let- 
ter has ben received from the General Accounting Office, 
any special instructions contained in that letter should 
be observed. 

(2) Uncollectible debts in excess of $20,000 should be 
forwarded to the Claims Division, unless, because of 
time limitation, it is necessary to refer such debts 
directly to the Department of Justice for court action. 

(3) Debts over $600 which cannot be collected, compro- 
mised, terminated or suspended in accordance with the 
provisions of 4 CFR 101—105. 
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86.4 DEBTS THAT MAY BE REPORTED TO THE CLAIMS DIVISION 

The following debt situations may be reported to the 
Claims Division. 

(1) When a written offer to compromise a debt is received 
and the administrative agency is uncertain whether the 
debt is subject to compromise, or if so subject, whether 
the amount offered represents satisfactory reimburse- 
ment to the Government. (See 4 CFR 103.8.) 

( 2 ) When the administrative agency's collection action 
IS unsuccessful or when it appears that the cost of 

urther collection action will exceed the amount recover- 
able and the agency has doubt whether collection action 
should be suspended or terminated. (See 4 CFR 104.4.) 

SECTION 87— DEPOSIT OF COLLECTIONS MADE BY 
THE GENERAL ACCOUNTING OFFICE 

Collections on account of the loss of or damage to mili- 
tary or naval material in transit for account of the Depart- 
ments of the Army, Navy, or Air Force will be credited to the 
appropriation or fund account out of which such or similar 

may be replaced. (See Public Law 617, 84th Congress, 
jl U, S . C* 489a. ) 

Collections on account of loss or damage to material 
shipped for the account of other Government agencies will be 
credited to miscellaneous receipts, except where specific 
authority of law exists which requires credit to a specific 
fund and the agency has furnished appropriate reference to 
such fund in its transmittal of the debt to the General 
Accounting Office. 
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CHAPTER 14 — DEBTS ARISING OUT OF IRREGULARITIES 

AND DISCREPANCIES 

SECTION 88 — SCOPE AND PURPOSE OP CHAPTER 


88.1 SCOPE 

This chapter deals with debt claims by the United 
States which arise out of irregularities and discrepancies, 
except (1) claims against accountable officers of the United 
States whose accounts are required by statute to be rendered 
to and settled by the General Accounting Office and (2) claims 
relating to freight and passenger transportation services, 
furnished for the account of the United States, which are 
within the scope of 4 CFR 30.1(b). 

88.2 PURPOSE 

The purposes of this chapter are (1) to prescribe pro- 
cedures relating to the collection of debts which arise out 
of irregularities and discrepancies and (2) to distinguish 
between reporting the occurrence of irregularities and dis- 
crepancies for consideration by the General Accounting Office 
in connection with its accounting, auditing, and investi- 
gative functions, and reporting administratively uncollecti- 
ble debts which arise out of irregularities and discrepancies, 
for collection action by the Claims Division. 

SECTION 89 — DEFINITION 

The debts considered in this chapter arise out of irregu- 
larities and discrepancies which include, but are not limited 
to, losses of public funds or property due to embezzlement, 
theft, or other serious wrongdoing by present or former offi- 
cers and employees of the Government and others; shortages 
in the accounts of persons accountable to the United States 
for money or property who do not render accounts to the 
General Accounting Office for settlement (see subsection 88.1 
above); and the submission of false claims against the United 
States. 


SECTION 90 — APPLICABILITY OF PRINCIPLES 

The principles prescribed in 4 GAO 69 are generally 
applicable to debts arising out of irregularities and dis- 
crepancies, it being emphasized that timely collection efforts 
are desirable. The principles do not apply, however, to cer- 
tain debt claims which involve the presentation of false 
claims against the United States. (See section 94. ) 
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SECTION 91 — ADMINISTRATIVE RESPONSIBILITY 
FOR COLLECTING DEBTS 

Administrative agencies are generally responsible for 
taking the same aggressive administrative action to collect 
debts determined by them to be due the United States which 
arise out of irregularities and discrepancies as they take 
for other debts arising out of their activities. However, 
when debts involve the submission of false claims against 
the United States and the time has not expired within which 
suits for forfeiture and damages might be prosecuted under 
the false claims statute, the debts should be reported 
promptly to the Department of Justice or to the Claims 
Division, as provided in section 94 of this chapter, without 
taking administrative action to collect them. 

SECTION 92 — REPORTING ADMINISTRATIVELY 

UNCOLLECTIBLE DEBTS TO GENERAL 
ACCOUNTING OFFICE 

92.1 WHEN TO REPORT ADMINISTRATIVELY UNCOLLECTIBLE 

DEBTS 

Except as otherwise provided in 4 GAO 70.1 and 70.2 and 
4 GAO 94, debts arising out of irregularities and discrepan- 
cies will be reported to the Claims Division for further 
collection action upon determination by the administrative 
agencies that they are uncollectible through means available 
to the agencies. The debts should be submitted to: 

Claims Division 

U.S. General Accounting Office 

Washington, D.C. 20548. 

Administrative agencies should make no reports to the Claims 
Division when debts arising out of irregularities and discre- 
pancies have been collected in full by them or when they are 
unable to identify persons responsible for losses sustained 
by the United States. 

92.2 FORM AND CONTENT OF ADMINISTRATIVE REPORTS 

Except in the case of property accountability referred 
to in section 95 of this chapter, each uncollectible debt 
arising out of an irregularity or discrepancy to be forwarded 
to the Claims Division for further collection action should 
be the subject of a separate report which should contain: 
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(1) The debtor's full name, social security number, 
and current address. 

(2) The debtor's present employment status. 

(3) The debtor's service, serial, or other identi- 
fying number if the debt arose as a result of service 
in the Armed Forces. 

(4) A certified copy of the bond on file with the 
Section of Surety Bonds, Bureau of Accounts, Department 
of the Treasury, if the debtor was bonded. 

(5) A statement showing whether the debtor has 
deposit to his credit in the Civil Service Retirement 
and Disability Fund. 

(6) A copy of the findings or investigation report, 
if the indebtedness resulted from the findings of a board 
of survey or a report of investigation. 

(7) A statement showing whether the matter was 
referred to the Department of Justice to be considered 
for instituting criminal proceedings and what action 
was taken. 

(8) A complete statement of the facts and compu- 
tations on the basis of which the debt was administra- 
tively determined. 

(9) Reasonably current credit information. 

(10) A complete citation to all contracts, vouchers, 
and checks involved, together with 

(a) copies of any available correspondence 
between the debtor and the administrative office, 
when the debtor has requested an explanation or 
questioned his liability or the amount of the debt, 

(b) copies of any available correspondence 
from the debtor admitting liability, 

(c) copies of the documents necessary to 
establish the Government's position on issues raised 
by the debtor when he has disputed or continues to 
dispute a material fact or facts after detailed 
explanation to him; and 
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(d) a statement of the sources of information 
contacted and the results of the contacts when the 
administrative office has been unable to locate the 
debtor. 

(11) When the debtor is known to be currently employed 
by the Government or serving in the uniformed services, 
a statement showing what action was taken to recover the 
amount through the agency in which employed or serving. 

SECTION 93 — DOUBTFUL DEBT CLAIMS 

ARISING OUT OF IRREGULARITIES 
AND DISCREPANCIES 

93.1 REPORTING DOUBTFUL DEBT CLAIMS TO GENERAL ACCOUNTING 
OFFICE 

Except when questions are involved which require a deci- 
sion by the Comptroller General, any debt claim arising out 
of an irregularity or discrepancy in which doubt exists as 
to the amount involved or liability of the parties should be 
reported immediately to the Claims Division for adjudication. 
The Claims Division will adjudicate the claim and return it 
with its findings and conclusions, unless the report states 
that the claim has been determined administratively uncol- 
lectible at the time of reporting. Reports in all doubtful 
cases should be forwarded to: 

Claims Division 

U.S. General Accounting Office 
Washington, D.C. 20548. 

The reporting agency will be notified in any case when it 
is determined there is no debt. 

See subsection 94.4 below for reporting cases to the 
Claims Division when doubt exists as to the applicability o: 
the false claims statute. 

SECTION 94 — FALSE CLAIMS AGAINST THE 
UNITED STATES 

94.1 LIABILITY OF PERSONS MAKING FALSE CLAIMS 

Under 31 U.S.C. 231-233 and 235, any person not in the 
military or naval forces of the United States, nor in the 
militia called into or actually employed in the service of 
the United States, who makes or presents a claim against the 

4-84 


Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 



Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 


SUBSEC. 94.3 


CLAIMS 


Government of the United States, knowing such claim to be 
false, fictitious, or fraudulent, shall forfeit and pay to 
the United States the sum of $2,000, and, in addition, double 

the amount of damages which the United States may have sus- 

tained by reason of doing or committing such act, together 
with the costs of suit; such forfeiture and damages shall be 
sued for in the same suit. 

94.2 STATUTORY PERIOD WITHIN WHICH SUIT MUST BE COMMENCED 

Every suit under the false claims statute must be com- 
menced within 6 years after commission of the act, and not 

afterward (31 U.S.C. 235). It is emphasized that the pro- 
tection of the interests of the United States requires timely 
action on all cases in which the provisions of the false 
claims statute might be applicable. 

94.3 HANDLING OF CLAIMS UNDER THIS SECTION 

When an administrative agency refers any case to the 
Department of Justice for possible criminal prosecution of 
the claimant for fraud or possible civil suit for fraud 
arising from claim irregularities involving the presenta- 
tion of a false claim, such agency should not seek to effect 
collection of the claim and should defer action on all other 
claims submitted by the debtor, even though they appear un- 
related to the false claims matter. Any amounts voluntarily 
remitted by the debtor and any amounts otherwise due the deb- 
tor should be retained by the administrative agency but not 
applied against the indebtedness pending receipt of advice 
from the Department of Justice. The debt report to the 
Department of Justice should include information as to all 
amounts remitted by the debtor or available for setoff pur- 
poses. Debt claims referred to the Department of Justice 
in accordance with this subsection should not be reported 
to the Claims Division. Unless the agency is otherwise 
advised by the Department of Justice, claims which are not 
finally disposed of as a result of referral to the Depart- 
ment of Justice under this subsection should be processed 
by the agency in accordance with the debt-collection regu- 
lations and procedures established pursuant to the Federal 
Claims Collection Act of 1966, 31 U.S.C. 951—953. 

If an agency doubts whether the false claims statute 
applies, advice should be requested. from the Department 
of Justice; if other questions of law or fact are unresolved, 
such claim should be reported to the Claims Division. These 
claims should be accompanied by a complete statement by the 
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agency's legal staff of the doubtful questions involved and 
should be accompanied by any amounts received on the debt 
and all vouchers and/or checks covering any amounts due the 
debtor. 

SECTION 95 — REPORTING PROPERTY ACCOUNTABILITY DEBTS 
TO GENERAL ACCOUNTING OFFICE 

Subject to the exceptions provided in 4 GAO 70.1 and 
70.2, administratively uncollectible debts involving account 
ability for property should be reported in the form -of a 
certification as required by the Act of March 29, 1894, as 
amended, 31 U.S.C. 89, 90. The reports should be forwarded 
to; 


Claims Division 

U.S. General Accounting Office 
Washington, D.C. 20548 
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CHAPTER 15 — DEBTORS INVOLVED 
IN BANKRUPTCY PROCEEDINGS 

SECTION 96 — SCOPE AND PURPOSE OF CHAPTER 


96.1 SCOPE 

This chapter concerns claims by the United States against 
debtors involved in bankruptcy proceedings, except for debt 
claims arising out of freight and passenger transportation 
services furnished for the account of the United States. 

96.2 PURPOSE 

The purpose of this chapter is to provide 

(1) for direct referral by administrative depart- 
ments and agencies of debts to the Department of Justice 
(either to the Washington office or to the U.S. 
attorneys when authorized by that Department) when the 
debtors are involved in bankruptcy proceedings and 

(2) for removal of bankruptcy debts from the 
accounts receivable of the administrative departments 
and agencies when collection actions have been com- 
pleted. 

SECTION 97 — ADMINISTRATIVE RESPONSIBILITY 
FOR COLLECTING DEBTS 

Upon receiving information that a debtor is involved 
in bankruptcy proceedings, the administrative department or 
agency concerned shall: 

(1) Set off any amounts due the debtor which were 
earned before the date the petition in bankruptcy was 
filed and which are available for application to the 
debt. Any amount in excess of that required to satisfy 
known Government debts should be paid to the receiver, 
trustee, assignee, etc., as appropriate. 

(2) Forward notice of the bankruptcy proceedings 
to the General Accounting Office at once if the debt 
was previously reported to this Office. 
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(3) Transmit the notice and a report of the debt 
to the General Accounting Office promptly, if, after 
complete development of all the facts and circumstances, 
there exists a doubtful question of law or fact con- 
cerning the amount of the debt, the liability of the 
debtor, or entitlement to any amounts payable. (Cases 
should not be reported as doubtful upon receipt of bank- 
ruptcy notice merely because all factors which may have 
a bearing on the final liability of the bankrupt can 
not be immediately ascertained. ) 

(4) Take steps to assure that amounts earned by 
the debtor after the date of filing the petition for 
bankruptcy are or will be paid to the receiver, trustee, 
assignee, etc. , as appropriate. 

(5) Take action to ascertain whether there appear to 
be assets for distribution to creditors. If the informa- 
tion of record does not disclose whether there will be 
assets for distribution, an inquiry should be addressed 
to the clerk of the appropriate court to ascertain the 
amount of assets and liabilities of the bankrupt. 

(6) Prepare proof of claim, with necessary documen- 
tation, as appropriate, for referral to the Department 
of Justice when proper. (See section 98 below.) 

SECTION 98 — REFERRAL OF DEBTS TO THE 
DEPARTMENT OF JUSTICE 

Debt claims involving bankruptcies (other than those 
covered in section 97(2) and (3) above) will be referred 
directly to the Department of Justice (either to the Washing- 
ton office, or to the U.S. attorneys when authorized by that 
Department) except that: 

(1) Generally, debts of less than $600 will not be 
referred to the Department of Justice. However, a series of 
smaller debts involving the same debtor and aggregating $600 
or more should be referred with attending proof of claim. 

Also, if the facts and circumstances in a particular case 
warrant filing a proof of claim (e.g., if petition is filed 
under chapters X, XI, or XIII of the Bankruptcy Act), debts 
of lesser amounts may be referred to that Department. 

(2) When the information of record indicates that 
there will be no assets for distribution to creditors at the 
present level of Government claims, the debt should not be 
referred. 
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Debt claims not referred under (1) or (2) above to the 
Department of Justice need not be reported to the Claims 
Division. 


SECTION 99 — CONTENT OF REPORT TO THE 
DEPARTMENT OF JUSTICE 

When a debtor is involved in bankruptcy proceedings and 
the claim is referred directly to that Department, the report 
will include; 

(1) The court in which the petition was filed and 
the case number, if known. 

(2) A complete statement of the debt, including its 
basis . 

(3) The section or chapter of the Bankruptcy Act 
under which the petition was filed. 

(4) If the time for filing claims is about to expire 
and the amount of the claim has not been definitely deter- 
mined, contingent proof of claim should be forwarded to 
the Department of Justice, to be followed as soon as pos- 
sible by a final proof of claim. 

(5) When a debt claim is founded upon an instrument 
in writing, the Bankruptcy Act requires that the instru- 
ment be filed with the final proof of claim. (Certified 
copies of documents are acceptable to the courts. See 
Rules of Civil Procedure for the U.S. District Courts, 
rule 44. 28 U.S.C.) 

SECTION 100 — REMOVAL OF DEBTS FROM THE 
ACCOUNTS RECEIVABLE OF 
ADMINISTRATIVE AGENCIES 

Debts within the scope of this chapter may be removed 
from the accounts receivable of the administrative agencies 
when collection actions by the Department of Justice have 
been completed or when referring the debts to the Department 
of Justice has been determined to be inappropriate. 


4-89 


Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 



Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 


CLAIMS 


SEC. 101 


CHAPTER 16 — WAIVER OF CLAIMS FOR ERRONEOUS 
PAYMENTS OF PAY AND CERTAIN ALLOWANCES — 

GENERAL POLICIES AND PROCEDURES 

SECTION 101 — SCOPE AND PURPOSE OF CHAPTER 

101.1 SCOPE 

This chapter concerns applications for waiver of claims 
of the United States arising out of erroneous payments of 
pay and certain allowances made to or on behalf of certain 
employees of the United States or to or on behalf of members 
of the uniformed services. Authority for waiver is provided 
by 5 U.S.C. 5584, 10 U.S.C. 2774, and 32 U.S.C. 716 and the 
standards for waiver promulgated thereunder (4 CFR 91-93). 

101.2 PURPOSE 

The purposes of this chapter are to 

(1) outline agencies' authority to take action on 
certain types of waiver applications, 

(2) provide guidance for preparing the administra- 
tive reports required by 4 CFR 92.2, 

(3) outline the procedures for processing appeals 
of waiver determinations, and 

(4) set forth a proposed format for waiver registers 
and reports of waiver actions to the Comptroller 
General. 

SECTION 102 — AUTHORITY OF AGENCIES TO TAKE ACTION ON CERTAIN 
TYPES OF WAIVER APPLICATIONS WITHOUT REFERRAL TO 
THE COMPTROLLER GENERAL 

102.1 APPLICATIONS CLEARLY TIME-BARRED 

Generally, applications for waiver must be received either 
in the office of the head of the agency concerned or in the 
General Accounting Office within 3 years from the date of dis- 
covery of the erroneous payment. (See subsection 103.4.) If 
an application is received after the expiration of that statu- 
tory period, the head of the agency shall advise the applicant 
that no action may be taken because his application is time- 
barred. Such notice to the applicant shall include the appli- 
cable statutory provision, the date of discovery of the erron- 
eous payment, and the date of receipt of the application for 
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CLAIMS 


waiver. Cases of doubt as to the application of the statutory 
time limit should be forwarded to the Comptroller General for 
resolution. 

102.2 CLAIMS INVOLVING TRAVEL AND TRANSPORTATION 

Applications for waiver of claims for erroneous payments 
of travel and transportation allowances or reimbursement of 
relocation expenses under 5 U.S.C. 5724a need not be referred 
to the Comptroller General, regardless of amount. Instead, 
the head of the agency or his designee shall notify the appli- 
cant that the waiver statute and the standards for waiver 
codified in 4 CFR 91-93 do not authorize waiver of such 

claims. 

102.3 CLAIMS NOT INVOLVING ERRONEOUS PAYMENTS 
OF PAY AND ALLOWANCES 

Generally, waiver authority only extends to payments of 
pay and/or allowances which were erroneous when made. In those 
cases where an application concerns a debt which clearly does 
not fall within that authority, the head of the agency or his 
designee may advise the applicant that the application may not 
be considered because the debt does not arise out of payment 
which was erroneous when it was made. Thus, if a member 
employee is indebted to the United States because of loss of, 
or damage to. Government property, the applicant should be 
advised that the claim could not be considered for waiver 
because it does not fit the stated criteria. 

As indicated by the following examples, care must be 
exercised in applying this rule: 

Example 1. The failure to collect a debt may in itself 
generate an erroneous payment of pay which would be proper 
for waiver consideration. If a service member receives a 
payment of reenlistment bonus, a payment which was valid when 
made, and is later discharged prior to completion of his 
enlistment, a claim by the United States arises for recoupment 
of the unearned portion of the reenlistment bonus. If# however/ 
that member received a final payment of pay and allowances 
which should have been set off against the claim for the 
unearned reenlistment bonus, that final payment, to the ex- 
tent to which it could have been used for setoff, but was 
not, becomes an erroneous payment which may be considered 
for waiver upon proper application. 
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Example 2 . A payment which was valid when made may be- 
come erroneous back to the initial payment because of later- 
occurring circumstances. When an employee is separated from 
Federal employment with entitlement to severance pay and 
later applies for and is granted a disability retirement 
which is effective as of the date of separation, the pay- 
ments of severance pay are thereby rendered erroneous and 
subject to waiver consideration. This example would only 
apply when the payment is deemed to be erroneous back to 
the beginning. 

102.4 CLAIMS GREATER THAN $500 

The waiver statutes require that waiver requests be 
considered by the Comptroller General when the claim exceeds 
$500. Agencies cannot consider for waiver any claim exceed- 
ing $500 but must forward it to the General Accounting Of- 
fice determination. In determining whether a claim aggre- 
gates in excess of $500, agencies may exclude any portion 
of the claim that is clearly not subject to waiver, as pro- 
vided in subsections 102.1, 102.2, and 102.3. 

102.5 APPLICATION OF WAIVER STANDARDS WHEN DOUBT EXISTS 

When doubt exists concerning whether waiver action is 
proper, the claim may be referred to the General Accounting 
Office, regardless of amount. 

102.6 DELEGATION OF WAIVER AUTHORITY 

The waiver statutes specifically vest authority to make 
determinations thereunder, in the head of an agency or the 
secretary concerned. While such authority may be delegated, 
it should not be delegated to disbursing and certifying of- 
ficers who are responsible under law for making payments. 

In addition, disbursing and certifying officers should not 
withhold collection efforts on a debt resulting from erroneous 
payments because of the probability that waiver may be re- 
quested and subsequently granted. However, if the Govern- 
ment's interests are adequately protected, it would be 
permissible to temporarily suspend collection action pending 
resolution of a waiver request. 
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SUBSEC. 103.4 


CLAIMS 


SECTION 103 — GUIDANCE FOR PREPARATION OF ADMINISTRATIVE 
REPORTS 


103.1 GENERALLY 

Except as provided in subsection 103.2 of this Manualf 
administrative reports should contain all of the information 
required by section 92.2 of title 4» Code of Federal Regula~ 
tions. The purpose of the following subsections is to pro- 
vide additional guidance for the preparation of administra- 
tive reports. 

103.2 CERTAIN INFORMATION NO LONGER DEEMED NECESSARY 

Section 92.3(b)(1) of title 4, Code of Federal Regulations, 
states that the administrative report should include citations 
to the voucher(s) on which an erroneous payment was made. 

Since these citations may not be necessary for the proper ad- 
judication of an application for waiver, they may be omitted 
unless specifically requested by the General Accounting Office. 
These citations, however, should be supplied when uncollec- 
tible debts are forwarded to the General Accounting Office 
for collection under the provisions of the Federal Claims 
Collection Act of 1966, codified in 31 U.S.C. 951—953. 

103.3 STATEMENT OF THE CIRCUMSTANCES UNDER WHICH AN ERRONEOUS 
PAYMENT AROSE AND AGENCIES' RECOMMENDATION FOR WAIVER 
DETERMINATION 

Administrative reports should include a statement of 
the circumstances under which an erroneous payment occurred 
(4 CFR 92.2(b)(2)). This statement should consist of a 
chronological summary of the events in the particular case, 
supported by copies of pertinent personnel action forms, 
military orders, leave and earnings statements, statements 
of applicant, statements of witnesses, etc. The report 
should also include a statement as to whether there is any 
indication of fault, misrepresentation, or lack of good faith 
on the part of the employee, member, or other interested 
person, and a recommendation on whether the request for waiver 
should be granted or denied. If doubt exists regarding the 
determination, the areas of doubt should be set out in the 
administrative report. 

103.4 LEAVE AND EARNINGS STATEMENTS 

Proper action on an application for waiver often hinges 
upon the information provided to the recipient of the 
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CLAIMS 


SUBSEC. 103.4 


erroneous payments during the period when the overpayments 
occurred. Usually, the best source of information is the 
leave and earnings statement issued to the recipient. In 
some cases, the leave and earnings statements for the pay 
periods immediately preceding the first erroneous payment will 
establish whether or not the recipient knew or should have 
known that he was being erroneously paid. Copies of all 
pertinent leave and earnings statements should be included 
in the administrative report. 

103.5 IMPORTANCE OF RECORDING DATE OF DISCOVERY 

The date of discovery of an erroneous payment is that 
date on which it is definitely determined by an appropriate 
official that an erroneous payment has been made, and is 
the date from which the statutory limitations, referred to 
in subsection 102.1 of this chapter, are computed. This date 
is not to be confused with the date on which the recipient is 
notified of the erroneous payment. If the date of discovery 
cannot be accurately determined, the reporting official shall 
so state in his report, and shall set forth that date which, 
in his judgment, bearing in mind that any doubt is to be 
resolved in favor of the applicant, is most likely to be the 
date of discovery. 

103.6 IMPORTANCE OF DATE OF NOTICE OF OVERPAYMENT 

When an applicant for waiver has received notice of a 
continuing erroneous payment, and continues to receive that 
erroneous payment for one or more pay periods after date of 
notice, waiver of the amounts received after date of notice 
is rarely appropriate. The reporting official should in such 
instances determine as accurately as possible the amounts 
erroneously paid before and after the date of notice to the 
recipient and should include those amounts in his report. 

103.7 IMPORTANCE OF CLARITY OF REPRODUCED COPIES 

The adjudication of applications for waiver is based pri- 
marily on the written record. Therefore, copies of important 
documents included in administrative reports must be legible. 
If satisfactory reproductions cannot be obtained, the report- 
ing official should furnish file copies of documents, along 
with a notation that the documents should be returned when 
they have served their purpose. 
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SUBSEC. 105.2 


CLAIMS 


SECTION 104 — APPEALS OF ACTIONS TAKEN BY AGENCIES 

When an applicant files notice with an agency that he 
disagrees with the action taken by the agency on his appli- 
cation for waiver, the agency shall reopen the matter and 
determine whether new information has been presented which 
would cause the agency to reverse its original action. If 
such information is presented, and if the agency reverses 
its position in whole or in part, the agency shall notify 
the applicant of its new determination. If an agency, upon 
reconsideration, believes its original action to have been 
proper, it shall set forth in writing why its original action 
is believed proper and shall forward the administrative re- 
port, its final action, and the appeal to the Comptroller 
General. 

SECTION 105— WAIVER REGISTER AND ANNUAL 
REPORT OF WAIVER ACTIONS 

105.1 WAIVER REGISTER — MINIMUM INFORMATION REQUIRED 

Exhibit A sets forth the minimum information to be 
included in the waiver register, required by 4 CFR 92.7(a). 
Agencies may, at their discretion, expand upon the format 
provided. 

105.2 ANNUAL REPORT TO THE COMPTROLLER GENERAL — RECOMMENDED 
FORMAT 

Exhibit B sets forth a recommended format for reports of 
waiver actions to the Comptroller General required by the 
implementing statutes and by 4 CFR 92.7(b). 
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CLAIMS 


EXHIBIT A 






WAIVER REGISTER 




NAME 

SSN 

AMOUNT 

OF CLAIM 

DATE DEBT 
DISCOVERED 

DATE OP 
APPLICATION 

DATE OF 
WAIVER ACTION 

AMOUNT 

WAIVED 

AMOUNT 

DENIED 

AMOUNT REFUNDED 
TO APPLICANT 
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EXHIBIT B 


CLAIMS 


Report of Waiver Actions 

To: The Comptroller General 

From: (Agency) 

(Address) 


Number 


Dollar Value 


Waived in full by agency 

Denied in full by agency 

Waived in part and 

denied in part 

Agency determined appli- 
cation not for consideration 
(See 4 GAO 102.1-102.3.) 

Cases referred to GAO 


Amount refunded as 
Amount refunded as 


result of waiver 
result of waiver 


action by agency: $ 
action by GAO; $ 
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CLAIMS Appendix A 

Page 1 


Standard Form 1055 (Front) 


Htandard l:\>riii No. lOSfi 

4 UAO ;W)0 
iaS5-UH 

CLAIM AGAINST THE UNITED STATES 
FOR 

AMOUNTS DUE IN THE CASE OF A DECEASED CREDITOR 


1. I/we, the undersigned, hereby make claim as for amounts due from the 

(Relationship) 

United States in the case of who died on the day 

( Name of decedent ) 

of , 19 , while domiciled in the State of 

2. The basis of this claim is as follows : 


(State nature of claim, amount, name and location of Department or Affenc/ involved ) 

3. Has there been or will there be appointed an executor or administrator of the decedent’s estate? 
(“Yes” or “No.”) If the answer is “Yes,” the following statement should be completed: 

I/we have been duly appointed of the estate of the deceased, as evidenced 

( Executor or Administrator) 

by certificate of appointment herewith, administration having been taken out in the interest of: 


(Name, address, and relationship of interested relative or creditor) 

and such appointment is still in full force and effect. 

{If rruaking claim as the executor or administrator of the estate of the deceased, no witnesses are 
required, hut a short certificate of letters testamentary or of administration must be submitted.) 
{If you are the executor or administrator of the estate of the deceased, disregard paragraphs U, 5, 
and 6.) 

4. If an executor or administrator has not been or will not be appointed, the following information 
should be furnished : The deceased is survived by — 

Name 

Widow or widower (if none, so state) : 

Children (if none, so state) : 

Name Age {if under 21) Street Address, City, and State 


Grandchildren (list only the children of deceased children — if none, so state) : 

Name Age (if under 21) Street Address, City, and State Name of deceased parent of grandchild 


See 4 GAO 36 
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Appendix A 
Page 2 


CLAIMS 


Standard Form 1055 (Back) 


If no child or grandchild survives, enter below the following: 


Father (if deceased, so state) : 


Street Address, City, and State 


Mother (if deceased, so state) : 

Brothers and sisters (if none, so state) : 

Name Aye {if under tl) 


Street Address, City, and State 


Nephews and nieces (list only the children of deceased brothers or sisters — if none, so state) ; 

Name Age (if under tl) Street Address, City, and State Name of deceased parent of nephew or niece 


5. Have the funeral expenses been paid? (“Yes” or “No.”) (// paid, receipted bill of the 

undertaker must be attacked hereto.) 

6. Whose money was used to pay the funeral expenses? 

{If funeral expenses were paid from the proceeds of an insurance policy ^ state the name of the 


beneficiary of such policy, . 


FINES, PENALTIES, and FORFEITURES are imposed by law for making of false or fraudulent 
claims against the United States or the making of false statements in connection therewith. 


(Signature of claimant) 


(Signature of claimant) 


TWO WITNESSES ARE REQUIRED 


We certify that we are well acquainted with the above 

(Name of claimant(>)) 

and that the si£^nature(s) of the claimant (s) was (were) affixed in our presence. 


(Signature of witneu) 


(Signature of witnen) 


(Street add rest } 


(Street addreea) 


All unneffotiated Government checks in possession of the claimant, drawn to the order of the decedent and involved in the 
claim, shall accompany the claim application. 


I S COVERHMCNT PKINTING OFFICE : 1«H— 0-475499 


See 4 GAO 36 
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Appendix t 
Pages 


Standard Form 1093 


Standard Form 109) 
Scpccnibcr 1967 
Title 4. GAO Manual 
109)>104 


SCHEDULE OF WITHHOLDINGS UNDER THE DAVIS-8AC0N ACT (40 U.S.C 276a) 

AND/OR 

THE CONTRACT WORK HOURS STANDARDS ACT (40 U.S.C. 327-332) 


To The U. S. General Accounting Office 
Claims Division 
Washington, D.C 20548 


Contractor or subcontractor charged 

with violations 

Prime contractor 

Contract No. 

(Date) 

Report concerning irregularities transmitted to— 


(Date) 

Deducted from amounts otherwise due the contractor, for deposit to the account '*05X6022,” covering 
wages due the employees whose names, social security numbers and current addresses are listed on 
the attached schedule, are withholdings pursuant to the following laws: 


Davis- Bacon Act | 

Contract Work Hours Standards Act I 

Total 

Forwarded herewith is check No dated 

for $ 


(Disbursing officer or ocher administrative official) 


* u a covcawMCNT aatMTiac ornca : ifTo or— ae*>aat isoai 


See 4 GAO 46 


4-100 


Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 




Sanitized Copy Approved for Release 2010/06/07 : CIA-RDP88G00186R000700850039-4 


Appendix A 
Page 4 


CLAIMS 


Standard Form 1152 (Front) 

ataunGAitl Piocm 115S 

TltteA^^ iSuoal 
iin-iM 

DESIGNATION OF BENEnCIARY 

UNPAID COMPENSATION OF 

DECEASED CIVILIAN EMPLOYEE 

IMPORTANT 

Raad iaatnictioiia 

OB bade et dh^licBto 
bafor* fillip Ib tbia form 


iNrOMfATION CONCERNINO THE EMPIX)YEB; 



Department ob Agency in Which Emfuiyb) 


L th» tmployw nanud above, oaneeling any and aU previona Dengnationa of Benefic^ haratofon ma^ by me, ^ ^ 
natm the beneHeiaan or baneAeiariea named below to receive any UNPAID COMPENSATION dtie and payable after my death. I under- 
atand that thuDewignation of Beneficiary relatea aolely to money due aa defined in 5 UB.C. 5581, 558t, 5588, and tn nov^e will 
the diepoeitiSa^ any benefit which may become jtayabU under the Retirerr^t or Group Ufa 
iEtverufnent aerviee I /urtner wMeratand that thta Deaignatum of Beneficiary will rematn tn full for m and effect unm (1) •*P^**V 
^ I (««/«*• *0 »»»«»• O' W ‘ »»mploy«l by th» .anu «• another dtpartmmt 

or agency of the OovemmenU 


Type or prlat Srst name, middle Initial, and laet nanta 
of aaah banaSelary 

Type or print addraaa (Inolndlny ZIP Coda) of aaeh banaflelary 

R^tionahip 

Share to ba paid to 
aaoh banaflalary 























I kerebu direct. UTOeee otherwiee indicated above, that, more than one oene/tetary ta namea, ine anare oj any amo^^a vwyj*- 
dory who nLy preieeeaee me ahall be diatributed eqtuUly among the •urvitnna beneficuirtea, ^ mttraly to the au^vor. I underatand 

•haU be void if none of tile deaignated leneficiariea if imn^ at the tww of my death. 

I hereby eDecidcally reeerve the right to cancel or change any deaignation of beneficiary at any time tn the manner and form 
preecribed^ the Comptroller General of the United StaUa, and without knowledge or eonaant of the beneficial. 


(D«te of « 


(SlcBi^un of omployoo) 


WiTNB 


TO SlONATtJBE: 


(SIcBOtvra of WitBWl) 


(Nombor oad stroot) 


(Blgootore <A Wltw) 


(Numlwr and atroot) 


(City, State, ao4 ZIP Coda) 


(City. State, and ZIP Coda) 


PUNT OH TYPE NAME AND ADDRESS (MCLUDING ZIP CODE) OF EMPLOYEE 


n 


THIS SPACE RESERVED FOR RECBIVINO DATA 
OP EMPLOYDIG AGENCY 


(Indleata date and by whom raealyad) 


DlUVER ROTH COPIES TO THE PROPER OFFICER OF YOUR AGENCY-DUPLICATE WEJ. BE NOTED AND RETURNED 


260-673 0 - 78 -9 


See 4 GAO 17 
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CLAIMS 


Appendix A 
Page 5 


Standard Form 1152 (Back) 


IMPORT A NfT-~The filing of thii form will complotolj enneol any designation you may hare proTionaly filed. Be sure 
to name in this form all persona you wish to designate as beneficiaries of any unpaid compensation payable at your ^ath. 


EXAMPLES OF DESIGNATIONS 


How To Dbbionatb One BENianciAJiY 


Tjrp* or print flrat name, middl* Initial, and laat name 
of each bmeaelarr 

Typ« or print addreu (Ineludins ZIP Cod*) of «aoh b«n«flaiary 

Rdationshlp 

Bhar* to b* paid to 
•aoh boMMlary 

Catherine M. Jackson* 

2808 Southern Avenue 

Williams, Indiana 46728 

Sister 

All 



How To Desionate More Than One BENEnciARV 


| Tn- or print .ddr*. (IndwUn, ZIP Cod.) of | lUlnttondilp 


8h«r« to bo paid to 

oaoh boaodolarr 


Susan L. Brown** 
Mary Joe Carson 


Elizabeth H. Howard 


110 Prince Street 
i^lston, New 

230 Duke Street 
Anniston, New York 14607 


2301 State Street 
Weaver, Ohio 44405 


Aimt One-fourth 

Niece One-fourth 


Mother One-half 


How To Dbsxonatb a Contingent BENsncxARY 


Typ* or print flr«t name, middl* Initial, and lait nam* 
of oaoh b«n*fleiary 

Type or print addre** (inclndins ZIP Cod*) of •aeb b*n*fleiary 

IWatlonalUp 

Bhar* to b* paid to 
•ach b«n*flolary 

William J. Johnson, if living 

244 South Ann Street 

Olney, Georgia 31204 

father 

All 

Otherwise to: 

Sarah L, Johnson 

244 South Ann Street 

Olney, Georgia 31204 

Sister 

All 





How To Cancel a Designation or Benepiciary so That Amount Due Will Be Payable as PitoviDfi) in the Law 


Type or print first nam*. middl* initial, and last name 
of «ach b*n*fieiary 

Type or print address (tnelnding ZIP Code) of each beneficiary 

R«lationskip 

Share to be paid to 
each beneficiary 

Cancel prior designations 












•Do not writ* nam* as C. If . Jaekson or as Mrs. John H. Jaekson. 

••B« snr* tb* shares to b* paid to th* s*r*ral bensfielariaa add np to 100 peresat. 




See 4 GAO 17 
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CLAIMS 


Standard Form 1 152 (Third Side) 


HtandAMl Worn 115S 
SepUnber IMT 
TltW 4. GAO lUaual 
IISS-IOS 


DESIGNATION OF BENEFICIARY 

UNPAID COMPENSATION OF 
DECEASED CIVlUAN EMPLOYEE 


IMPORTANT 

Raad iastracliotts 
on bnck of A^licnto 
boforo AllUif in this form 


Information Concerning the Employee: 

_____ ___ 


I DATS or Bnrra (Month, day. jronr) 


Department or Agency in Which Employh) 


(DopnrtBMttt or aconejr) 


I, the employee named above, eanceling any and all previous Designations of Beneficiary heretofore ynade by me, do now desig- 
nate the beneficiary or beneficia^e named below to receive any unpaid compensation due and payable after my death. I under- 
stand that this Designation of Beneficiary relates solely to money due as defined in 5 US.C. 6581, 558t, 568S, and in nowise will 
afieet disposition of any benefit which may become jMyable under the Retirement or Group Life Insurance Acts applicable to my 
(rovemment service. I further understand that this Designation of Beneficiary will remain in full force and effect until (1) expressly 
ehang^ or revolt by me in vnriting, (t) I transfer to another agency, or (3) I am reemployed by the same or another department 
or agency of the Government. 


Information Concerning the BENEnciARY or Beneficiaries 


Tfpo or print Rn^nm mlMlo taittal. and Inat namo addr«e (Inohadins ZIP Cod*) of each b*n«fleiary BataUeiuUp 



I hereby direct, unless otherwise indicated above, that, if more than one beneficiary is named, the share of any deceased benefi- 
ciary who may predecease me shall be distributed e^^lly among the surviving beneficiaries, or entirely to the survivor. / understand 
that this Designation of Beneficiary shall 6« void if none of the designated beneficiaries u living at the time of my death. 

I hereby specifically reserve the right to cancel or change any designation of beneficiary at any time tn the maiifior and form 
prescribed ^ the Comptroller General of the United States, and without knowledge or consent of the beneficiary. 


(Data of oMevtioa — month, dajr, jroar) 


(Slgnatur* of Mnpiojr**) 



(lUtnatur* of Wltnaw) 


(Number and atr**t) 


(Citjr, SUta, and ZIP Cod*) 


(SUmatur* of Wltnam) 


(Numb*r and stroot) 


PRINT OR TYPE NAME AND ADDRESS (INCLUDING ZIP CODE) OF EMPLOYEE 


(Cltjr, StaU, and ZIP Cod*) 


THIS SPACE RESERVED FOR RBCEIVINO DATA 
OP ESIPLOYINQ AGENCY 


I _J I (Indieat* date and bjr whom r*c*lT*d) 


DELIVER ROTH COPIES TO THE PROPER OFFICER OF YOUR AGENCY-DUPLICATE WEi. BE NOTED AND RETURNED 

DUPLKATC 


See 4 GAO 17 
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Page 7 


Standard Form 1152 (Fourth Side) 


IMPORTANT NOTICE^Order of Precedence 

If there is no designated beneflciaiy living, any unpaid compensation which becomes payable after the death of an 
employee will be payable to the first person or persons listed below who are alive on the date title to the payment arises. 

1. To the widow or widower. 

2. If neither of the above, to the child or children in equal shares, with the share of any deceased child distributed 
among the descendants of that child. 

3. If none of the above, to the parents in equal shares or the entire amount to the surviving parent. 

4. If there be none of the above, to the duly appointed legal representative of the estate of the deceased employee, or 
if there be none, to the person or persons determined to be entitled thereto under the laws of the domicile of the deceased 
employee. 

It is not necessary for any employee to designate a beneficiary unless he wishes to name some person or persons not 
included above, or in a different order. 


INSTRUCTIONS 

1. The examples printed on the back of the first page of this form may be helpful in executing the Designation of 
Beneficiary. 

2. All entries on the form except signatures should be typed or printed in ink (typewriting preferred). All designa- 
tions of beneficiary or beneficiaries should be executed on the prescribed form of Designation of Beneficiary, Standard 
Form 1152, and must be signed and witnessed. 

3. Complete the form in duplicate and file with the agency in which employed. A Designation of Beneficiary must be 
received by the employing agency prior to the death of the designating employee to be valid. The duplicate will be noted 
and returned to the employee as evidence that the original has been received and filed. It is suggested that the duplicate 
be filed with tiie employee's important papers. 

4. Cancellation of a prior Designation of Beneficiary may be effected without the naming of a new beneficiary by 
executing a new Designation of Beneficiary, Standard Form 1152, and inserting in the space provided for name of l^ne- 
ficiary the words, '^Cancel prior designations." The effect of this action will require payment to be made in the order of 
precedence stated above. 

6. A designation will remain valid until expressly changed or revoked, until the employee transfers to another agency, 
or until reemployed by the same or another department or ag^cy of the Government. In case of separation and 
reemployment, or transfer to another agency, a new Designation of Beneficiary should be executed if the order of prece- 
dence established by the act is not acceptable. It is not necessary to file a new designation where the name or address of 
the employee or of beneficiary is changed. 

6. A designation free of erasures or alterations should be filed in order to avoid a possible contest after death. 

7. In the absence of the prescribed form, any designation, change, or cancellation of beneficiary witnessed and filed in 
accordance with the general requirements of these instructions shall be acceptable. 

Thu DMlasatUa af BanaflcUrr fara U ta ha saaS aalalr far tba dlipaaltlaa af mpaM eaapaBaattoii at 
daath of a ciTlUan aaplaraa and U net ta ba eonfaaad with Standard Farm ISSS, Daalsnatlen of BaaaS- 
cUrr. Civil Sarrlaa Sadramat antaa. or fltssdsrd Fans M. PorissatioB af B a naSrl a r y. Fodaral 
■apIoTaaa* Onnp Ufa Xaaaranea Act af ISM. 

U.a aOVUMaiMT rKINTloa OTFICI : ttM 


See 4 GAO 17 
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Pages 


CLAIMS 


Standard Form 1153 (Front) 


CUUM FOR UNPAID COMPENSATION OF DECEASED CIVIIJAN EMPLOYEE 


General Information: Any aasiatance deemed necessary for the proper execution of this form will be furnished 
to all claimants by the employing agency. Forward the completed form to the Government agency in which the 
deceased was employed at time of death. 


1. Nam«(») and aodal seciirilv 
numberils) of etaim«l(a) 


2. Relatioodhip to deceased 


6. Nane and aodal aeciinty 
number at decedent 


7. Dale of death 


4. la deaiiMion of beneiciiwy 
for unpaid compenanlion 

5. Are you named beneficiary? 


8. Employing agescy 


9. Decedent'a domicile 


Part B (To be completed by the widow or widower of the deceased only.) Do you certify that you were married 
to the decedent and to the best of your knowledge and belief that the marriage was not dissolved prior to his/her 
death? 


WIDOW OK WIDOWEK AND DCSIGNATBD BENEFICIAKIES DO NOT FILL IN FAIT C ALL OTHBB8 MIMT. 


PnrtC 

1. List below the name, social security number, age, relationship, and address of: 

(a) Widow or widower. 

(b) If no widow or wklower survives, list each living child of the deceased (include natural, adopted, ih 
legitimate, and stepchildren and indicate after their names which class) or the descendants of deceased 
children. 

(c) If no widow or widower, child or descendant of deceased children survives, list each surviving parent 
and state whether natural, step, foster, or adoptive parent. 

(d) If none of the above survives, list the next of kin who may be capable of inheriting from the deceased 
(brothers, sisters, descendants of deceased brothers and sisters). 


Name and aocial security number 


Relationahip to 
deceased 
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CLAIMS 


Appendix A 
Page 9 


Standard Form 1153 (Back) 


Pan D 

1. If none of the ^ve aurvivet and an executor or administrator has been appointed, the foUowinc statement 
should be completed: 


1/we have been duly appointed 


(Eiee«er w 


. of the estate of the deceased, as evi- 


denced by certificate of appointment herewith, administration having been taken out in the interest of 

and such appointment is still in full force and eflFect. 

Note — If makinf claim aa the executor or administrator of the estate of the deceased, no witnesses are reouired, but a court certificate 
evidencinf your appointment must be submitted. 

2. If no administrator or executor has been appointed, will one be appointed? 

(YsswNo) 

DESIGNATED BENEFICIARY, SURVIVING SPOUSE, CHILDREN, PARENTS, OR LEGAL REPRESENTATIVES DO NOT 
FILL IN PART E. ALL OTHERS MUST. 

Part E 

Have the funeral expenses been paid? 


(tm m N*) 


(If paid, receipted bill of the undertaker must be 


attached hereto.) Whose money was used to pay the funeral expenses? . 


riNBs, rxNAL-nis, ms roamivus m 


bf far I 

s# Mm wHtmmmmrn 


( S tffiaisw W ' 


(SipMSSM (faiMMt) 


“?B53r 


(Ciir. Stale, tmi ZIP Mfa) 


"TiStTisir^TiFcasr" 


JTe certify that we are well acquainted with the above , 


the si^ature{s) of the claimants) li^os {were) affixed in our presence. 




arid that 


dtsMlvre ti wMmm) 

gtpiMrri wiiiMM) 

(StrMi ■dbrM) 

(SttMt afabsM) 

(CKy. SiMa, mJ ZIP Mfa) 

(Ciir.WUflPMi.) 


rHM— Uf tfcr i p— yfapMxAltffc mmM — M mMtsm OcmM. 


■rrls l M— *7 EmmSm, ar raami tm rrf—fa> 


* U. S. GOVCBHMtNT PSINTtNC OmCE : 1977 O - S4t'>S0 (ISSS) 
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Appendix A 
Page 12 


CLAIMS 


Standard Form 1174 (Front) 


CUUM FOR UNPAID COMPENSATION OF DECEASED MEMBER OF THE UNIFORMED SERVICES 


General Information: Any assistance deemed necessary for the proper execution of this form will be fuimshed 
to all claimants by the employing agency. Forward the completed form to the Government a^^ncy in which the 
deceased was employed at time of death. 

Part A 

1. Nsme(s) uid social security j 2. Relationship to deceased ] 3. If minor, state sgc 

number(s) of claimanlfs) 


6. Name, rank or rating, service 
number, and social security 
number of decedent 


7. Date of death 


3. If minor, state age 


4. Is designation of beneficiary 
for unpaid compensation 

on file with service? 

5. Are you named beneficiary? 


8. Name of service 


9. Decedent’s domicile 


Part B (To be completed by the widow or widower of the deceased only.) Do you certify that you were married 
to the decedent and to the best of your knowledge and belief that the marriage was not ^ssolved prior to his/her 
death? 


WIDOW OR WIDOWER AND DESIGNATED BENEFICIARIES DO NOT FILL IN PART C. ALL OTHERS MOST. 


PartC 

1. List below the name, social security number, age, relationship, and address of: 

(a) Widow or widower. 

(b) If no widow or widower survives, list each living child of the deceased (include natural, adopted, il- 
legitimate, and stepchildren and indicate after their names which class) or the descendants of deceased 
children. 

(c) If no widow or widower, child or descendant of deceased children survives, list each surviving parent 
and state whether natural, step, foster, or adoptive parent. 

(d) If none of the above survives, list the next of kin who may be capable of inheriting from the deceased 
(brothers, sisters, descendants of deceased brothers and sisters). 


ReUtionthip to Addrew 

decested 



(Continued on other side) 


See 4 GAO 26 
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CLAIMS 


Appendix A 
Page 13 


Standard Form 1174 (Back) 


Part D 

1. If none of the above survives and an executor or administrator has been appointed, the following statement 
should be completed: 

I/we have been duly appointed of the estate of the deceased, as evi- 

denced by certificate of appointment herewith, administration having been taken out in the interest of 


(Name. addrcM. and raUtionakip ot intcraaled relative or credilor) ~ 

and such appointment is still in full force and effect. 

Note. If making claim as the executor or administrator of the estate of the deceased, no witnesses are required, but a court certificate 
evidencing your appointment must be submitted. 

2. If no administrator or executor has been appointed, will one be appointed? 

(Yea Of No) 

DESIGNATED BENEFICIARY, SURVIVING SPOUSE, CHILDREN, PARENTS, OR LEGAL REPRESENTATIVES DO NOT 
FILL IN PART E. ALL OTHERS MUST. 

PartE 

Have the funeral expenses been paid? ^ ^ (If paid, receipted bill of the undertaker must be 

(Tea or No) 

attached hereto.) Whose money was used to pay the funeral expenses? 

HNES, rENALTIES. mmd FOaPEITUaES are tmpmmi hj bw far ih« mmkimt mt taltm mw trmm4- 
«bal ehiM asaiMl ike VmH«4 Staloa €h> tW mmUbc a# falac aUtcMMHU im coMMetfaM UMtrvwhh 


(SiiiMturc of cUimaat) 

(Street midrea^ 


(SisMture of claimant) 


(Chir. State, and ZIP code) 


TVO WITNESSES AEE EEQUiaED 

IPe certify that we are well acquainted with the above 


the signatureis) of the claimant{s) was {tvere) affixed in our presence. 


(Sicnaiure of «ritneaar~ 


(Street mMreaa) 

(CKy, State, and ZIP code) 


(City, Slate, anti ZIP code) 


(Nameft) of claimaat(a)) 


(Signature of witneaa) 

(Sue 


((iity. Stale, and ZIP code) 


. and that 


a paaaaaalan oi tke clntnanBl, dniani tm llw oeder ot iIm daNmdcnt, la pajMeai oT pny a 


*OPOi 1974 0-526-533 


See 4 GAO 26 
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Appendix A 
Page 10 


CLAIMS 


Standard Form 1154 (Front) 


Scuadaid Vom IIM 
Scptmbw 1967 
ThU 4. GAO MaaoaJ 


PUBUC VOUCHER 


KoHdhtfriVo.. 



Amount of unpaid compensation due a civilian employee 

of the United States or the District of Columbia, who died on the day of , 19 

Gross amount chargeable to appropriations and funds, as distributed below $ 

PuTtuaiU to authority vuUd in me, I certify that the items listed herein are correct and proper for payment from Uie 
approprioHonis) andfor fundis) indicated betow. 


(AuthorM oaaw) 




Title. 


ACCOUNTING CLASSIFICATION 


Paid to the payee (s) named hereon by check No through drawn on Treasurer, 

U.S., or on ; or by cash in the amount of $ 

(NuMolbeiik) ^ ^ 


•Peyee.. 


paid “ mff IS wSSJ! ^ b require!. It nor* thui om • rMtlpt tbould b« obUlMd for tbo UDOuat 


SF 1154-A Public Voucher for Unpaid Compensation Due a Deceased 
Civilian Employee (memorandum) 

See 4 GAO 17 
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CLAIMS Appendix A 

Page 11 

Standard Form 1154 (Back) 

Summary ot “UNPAID COMPENSATKW” of the docaamd civilian •mployoa named on the face of this 
Public Voucher: 

Awtei mt 

Lump sum pajment for annual leave 

Salary or pay for widch checks have not been issued — 

Reimbursement for travel expenses 

Allowanoes — 

Cash awards for employees’ suggestions ^ 

TTnnegotiated checks drawn in payment of such compensation and deposited : 

OhwM No. Dale Amount 


Unapplied balances on U.S. Savings Bond purchases — 

Total chabgbablb to approprutions, special funds, etc 

Leas amounts deducted or withheld : 

Outstanding travel advances 

Civil service retirement 

Employee life insurance 

Health benefits 

Other 

Nit AxoxrifT Dxm 

PREVIOUS PARTIAL PAYMENTS OF **UNPA1D COMPENSATION’* 


(Vngrtw Bombtf) (Dmtm p«ld) (D.O. viibel) 

if .$. eovnHMn mimtim oppics i 

See 4 GAO 17 
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Appendix A 
Page 14 


CLAIMS 


Standard Form 1176 


Standard Form 1176 
September 1967 

Title 4. GAO Manual 
1176-105 

PiiRi ir vniirinrD 

FOR UNPAID PAY AND ALLOWANCES DUE A 
DECEASED MEMBER OF THE 

Voucher No 

Schedule No 


ARMED FORCES 

PAID BY 


(Department and bureau, apeney. or eatabiiahmeht) 



(Locatton) 





The above total represents the following unpaid pay and allowances due . 


(Bank or ratine) 

Military Pay Record or other pay account . , , . 


(Sorvioo number and name of Mrvlee) 

$ 


Unneffotiated U.S. Government checks 

All other (per diem» travel, transportation, savings deposits, etc.) 

Gross amount chargeable to appropriations and funds, as distributed below 


Pursuant to authority vested in me, 7 certify that the items listed above are correct and proper for pay- 
ment from the appropriation {s) and/or fund (s) indicated below. 


(Authoriaad Mitlfylae omeor) 


TiUe . 





Paid by Check No through 

u.g. MvimaiHT Niiitriao orrici : lera o— ut^om 


SF 1176-A Public Voucher for Unpaid Pay and Allowances 
Due a Deceased Member of the Armed Forces (memorandum) 

See 4 GAO 26 
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GAO MANUAL FOR GUIDANCE OF FEDERAL AGENCIES 
Title — 4 Claims 

CHECK LIST OF TRANSMITTAL SHEETS 

Upon receipt of each transmittal sheet, the recipient should 
place his initials in the blank following the appropriate 
number. A break in the continuity of transmittal sheets 
received will indicate missing changes. 


TS No. 

initials 

TS No. Initials 

TS No. 

Initials 

4-22 


4-39 

4-56 


4-23 


4-40 

4-57 


4-24 


4-41 

4-58 


4-25 


4-42 

4-59 


4-26 


4-43 

4-60 


4-27 


4-44 

4-61 


4-28 


4-45 

4-62 


4-29 


4-46 

4-63 


4-30 


4-47 

4-64 


4-31 


4-48 

4-65 


4-32 


4-49 

4-66 


4-33 


4-50 

4-67 


4-34 


4-51 

4-68 


4-35 


4-52 

4-69 


4-36 


4-53 

4-70 


4-37 


4-54 

4-71 


4-38 


4-55 

4-72 
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